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DRAFT FINAL REPORT

Pilot study of Modern Army Record-keeping System (MARKS) at R
5th Bn, 73rd Armored Regiment, 194th Brigade, Fort Knox, KY, Jul 83 - Jun 84 e

Chapter 1 S

History of MARKS: The Need b

1. The Army Functional Files System (TAFFS) was instituted Army-wide in

the early 1960's as a replacement for the War Department (WD) Decimal Filing

System, which had been in use since before World War I with only relatively
minor changes.
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2. The Office of The Adjutant General, Department of the Army, as the
proponent of administrative management systems for the Army, received many
- perceptions from the Army at large during the life of TAFFS that it did not
: meet the users' needs for a variety of reasons. They found it too complex;
P arbitrary in its numbering scheme; well-suited to transactional files but not

to the general administration of large headquarters or units, and difficult to
teach, learn, administer, and supervise.
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3. Acting upon these perceptions, Deputy The Adjutant General for Admin-

istrative Systems contracted for a year-long study of TAFFS by a management

\"." engineering firm in the private sector (CALCULON Corporation). The final

) report of that study confirmed the field's perceptions, adding a finding that
TAFFS, because of its structure, was not amenable to automation.

I'Q_ 3, 8

4, The CALCULON study, a copy of which is attached in microfiche (see
Encl # 1) recommended four alternative record-keeping schemes — (a) "TAFFS
Simplified," which would have resulted in little change to the present system;
(b) "AR Subject System," based on the numbering scheme for administrative pub-
lications; (c¢) "Scratch Design a New System," which is self-explanatory, and
(d) "Update the WD Decimal Files System," which would have returned the Army
to decimal filing after an absence of some 20 years.
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5. A comparison matrix of these four schemes is attached (see Encl # 2).
After staffing, consideration, and deliberation, the "AR Subject System" was
chosen for further developmental work aimed at designing a new system for the
Army to use. Two aspects of this "AR Subject System" that had been recommended
by the CALCULON final report were rejected as being unworkable in the present-
day Army -— that of "instant archiving" (wherein permanent, historically-val-
uable documents would be forwarded to the Archives immediately upon creation)
and "central files" (rejected because any move toward centralization from the C
totally-decentralized structure of Army administration would be beyond the !_ -1
scope of the instant project). .
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6. Thus it was decided to design and develop a record-keeping system
that would have as its base the numbering scheme for administrative publi- e
cations, based on the premise that for all information created, maintained and
used by the Army, there is some sort of prescribing directive which is already

. - '-‘ .-. o
)
.

recognizable in the user's mind as being associated with a particular program.
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COMPARISON OF ALTERNATIVE CONCEPTS

} | CLASSIFICATION |DISPOSITION | PROCEDURES H |

SYSTEW/ SCHEME “ UNIT LEVEL “ SCHEME { STANDARDS | EMPLOYED { ADVANTAGES | DISADVANTAGES
H { | ]

TAFFS {Could be {No change in iNo change. {No change. {Based on the {More than 60% of
Simplified itested at TOE |scheme; funct- | H {current, gener- }full TAFFS to be
(AR 340-2) {unit level or |ional division | ! {ally accepted { incorporated.

{any higher 1(16 major H ! {system. No {Bulky, unwieldy.

{level {areas) } } {change necess- {No appreciable

| | } ! {ary for current {economies. Puts

! { | | {users of AR jus back into the

| { } } {340-2 (TCE). {"single regula-

i ! ! | {Very little by {tion* concept,

] i { ! {way of new pro- {because of which

! | ! ! jcedures for users {we broke TAFFS up

! ! { } {to leam. {into 60 function-

“ _ “ “ __ __E categories.

]

AR |TOE units {Subject class- {Crosswalk re- |New proced- {Instant ID with {Instant archiving
Subject 1(AR 340-2 {ification based {quired from lures to be {pubs numbering {(rejected); Cen-
System {level) jon admin pubs }old to new and |developed {scheme for most jtral files (also
(AR 310-2) } {numbering scheme}vice versa. {where necess- jusers (subject {rejected).

{ 1 (AR 310-2). {Most standards lary. {classification). i

! } {unchanged; ! | Automatable, {

} | {matter of prop-{ i {

{ } {erly identi- | | i

“ | o | | “
Scratch {Could be {Would have to |Where the {Would have to |Can be tailored |Requires great
Design a |tested at {be designed. {descriptions, {be developed. |to meet perceived | time/effort to
New |TOE unit | jcategories, ! {requirements. {develop both
System {level or | |manner of or- | ! jclassification

{any higher | {ganizing etc. | ! {codes & retention

{level. | }did not match | | {guides. Great

i _ _8Oﬂ°<¢° uo.:on.om m “ﬂﬂmr.-»-..l effort

| ! {ule, new sched-} } Jrequired for a

| { jule would have | | |totally new

| ! |to be approved | | | system.

1 __ __3 Archivist, __ “ __

!
Update |Could be |Dewey Decimal  |Schedules al- [Return to the {Subjective sys- |Out of date; dis-
the WD it.eatad at. {Svatem, As treadv annraved: tFiting orne  tem (mamorv Inositions to ha
Decimal tany level. {adapted by War |they generally {cedures of WD |trait). Many {developed/revised
Files H {Department @ icorrespond to |Decimal Sys. |Armmy members i Complex; not easy
System H 11913, used irecord series }Update req'd. {recognize dec- ito teach, learn,

! juntil TAFFS 1in TAFFS; some {Training to |imal systems {use. Usually re-

[

)

{

H

racana ol -, .

1@ early 60's. jchangé and up- {be developed. {from school {stricted to cor-
{ . {date req'd. { {experience. 1 respondence sgnd
! H { ! {by AG or CG.
le
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DRAFT FINAL REPORT

Pilot study of Modern Army Record-keeping System (MARKS) at
5th Bn, 73rd Armored Regiment, 194th Brigade, Fort Knox, KY, Jul 83 - Jun 84

Chapter 2
The Decision to Implement Pilot Projects

1. The development of a new record-keeping concept based on the administrative
publications numbering scheme was followed by staffing with all major Army
commands and Department of the Army staff agencies (copy at Encl # 1).

2. Responses from this staffing action (total of 32 commands and staff agen-
cies) resulted in 29 concurrences, two non-concurrences, and one which was
neither.

3. Early in the design of MARKS it was decided that some form of test or
pilot would be required because replacing TAFFS with MARKS would affect every
office, organization, and activity in the United States Army. Following in-
ternal staffing and deliberations, a decision was taken by Deputy The Adjutant
General for Administrative Systems (see letter of 27 December 1982, copy at
Encl # 6 to Chapter 3) that the pilot projects would take place at two ech-
elons -- a TOE battalion, and an installation headquarters. The TOE battalion
was selected to ensure that the new system would work at the "fighting unit"
level of the Army, and the installation headquarters level was selected be-
cause it reflects, in microcosm, the staff and operating functions performed
at several different echelons of the Army. Availability of manpower and funds
for these pilots also played a role in the decision to restrict the effort to
two echelons.
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DEPARTMENT OF THE ARMY
OFFICE OF THE ADJUTANT GENERAL
ALEXANDRIA, VA 22331

A

REPLY TO » '

ATTENTION OF * 2 RER 1582

Cullaiame o

DAAG-AMR-P

A

SUBJECT: New Record-keeping Conceit for the Army

SEE DISTRIBUTION

1. This letter is to inform you of a concept development that would
eventually replace The Army Functional Files System (TAFFS, AR 340-18
series) by changing the way the Army identifies and maintains its
records., G

-
v

2. The replacement is called "Modern Army Record- keepzné System," or
"MARKS," and is being developed because of perceptions by the Army
field establ1shment that TAFFS 1s unsuitable because:

P ‘;- . a. It id difficult to teach, learn, and use. - ) —

b. It makes no provision for "general correspondence” files; if
a record is not specifically identifiable under a particular TAFFS
number, it is a problem to file.
4 ¢c. TAFFS requires excessive research xnto too many regulations .
i (total of 17 AR's). - - _ Y

d. The numbering scheme used in TAFFS is arbitrary and bears no
relation to any other administrative number series, thereby requiring
the user to learn and correlate different schemes.

3. The suitability of TAFFS and whether or not it should be replaced
were studied by CALCULON Corporation under contract during 1980-81;
the Records Administrators of several addressees participated in the
Study Advisory Group for, and the evaluation of, this contract.
CALCULON's conclusions were that TAFFS should be replaced by a more
management-oriented system which eliminates the complexity of TAFFS;
and that, in developing a replacement system, we should positicn
ourselves to adopt such state—of—the art technology as may becone ]
useful and cost effective. "

L, The study's recommendations for immediate action were to:

. o
. N
L a. Replace the arbitrary TAFFS numbering scheme with a systen N
. t that identifies records according to the number of the directive that )
2 L prescribes their creation, maintenance, and use. o
5 R
3 e
b Encl # 1 to Chapter 2
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DAAG-AMR-P
SUBJECT: New Record-keeping Concept for the Army

b. Develop tailored, structured filing instructions for the
various echelons of the Army, much in the manner that AR 340-2 is
tailored specifically for TO&E units under TAFFS.

5. We ére therefore pfoceeding with a concept that will do the
following things under MARKS:

a. Number records according to their prescribing directives.
For example, records in a unit supply room such as hand receipts,
personal clothing records, reports of survey, etc., are prescribed by
AR T10-2, Supply Policy Below the Wholesale Level. Instead of these
records having file numbers of 1416-15, 1416-36, etc., under TAFFS,
they would be numbered T710-2 and then given an alpha suffix to
distinguish among the several types of records prescribed by AR
710-2. Thus the numbering scheme for Army Regulations, as outlined
in AR 310-2, becomes the basic structure for the Army's files. This
AR numbering scheme is generally better known and understood
througlout the Army than the existing TAFFS numbering scheme..

b. Within each major category (as in the "T1l0" example above),
the first file number will be suffixed "a" and will be for general
correspondence files for which no specific file number exists, yet
which relate generally to the major function described. See e
Inclosure 1 for an example of how this works. e

¢c. The numbering schemes for DA Forms and for recurring reports
that are under Requirements Control will also be brought into this
pattern, so that the same basic AR number will serve all of the
administrative processes for a particular program. :

d. The subjective nature of MARKS will allow the office creating
a record to assign a file number to a record at the time it is
created (probably immediately following the office symbol), rather
than at the time the record is filed. We see this as having several
benefits, not the least of which are improved identification and
retrieval of records and increased familiarity at the action officer
level with the files structure.

e. The implementing regulations for MARKS will be tailored to
"the echelons which they serve. For instance, one directive will
serve all installations of the Army, because all installations
basically perform the same functions, regardless of the mission or
composition of tenants; they perform facilities engineering, operate
Army Community Service centers, furnish post security, etc. Another
MARKS regulation will serve TO&E units; anather, MACO!M and sub-MACOM
headquarters, another, the DA Staff; etc.
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DAAG-AMR-P

SUBJECT: New Record-keeping Concept for the Arnmy

-

] - 6. At Inclosure 1 is a draft of a prototype regulation to test MARKS
. at the TOE unit level; it is furnished to you solely for

illustrative purposes, so that you can see how we envision the system
working. -

T. Our nilestones call for testing and evaluation of the MARKS
concept at several different echelons during the period January 1983
- February 1984, and -- if the concept proves practical, desirable,
and cost effective -- implementation Army-wide on 1 January 1985.
Within budgetary limitations, we plan to present a formal briefing to
each addressee over the next few months on this concept. Where
possible, MACOM Records Administrators will be briefed in the
Washington area while they are here on other official business.

8. Request your comments, concurrence, or non-concurrence in the
concept of MARKS not later than 15 May 1982. Point of contact is

John Vos, HQDA (DAAG-AMR~P), AUTOVON 221-60hh},nqg?ercial telephone
4 N\

(202) 325-6044,

FOR THE ADJUTANT GENERAL:

ito, DAMO, DAPE, DAMA, DAAR, DAAA, DACH,
, DAAG-PA, DAAG-GP, and DAAG-IM)

o

20314
09403 .

Cdr, MTMC (MT-SPA-0), Washington, DC

CINCUSAREUR/TA (AEUPE-AMD-AE), APO NY
CINC EUSA (AGJ-AG) APO SF 96301

Cdr, USARJ (AJAG-PAPR), APO SF 96343

Superintendent, USMA (MAAG-R), West Point, N¥» 10996

a

é \
] 1 Incl

.g as . .

<A - p{rector, Adnmi ralive

S . " Managenment

53 '
- DISTRIBUTION: :

- Cdr, USACC (CC-PA-AMP-R) Ft Huachuca, AZ 85613

39 Cdr, USACSC (0SGS-PAA-R), Ft Belvoir, VA 22060

- Cdr, USACIDC (CIPA-AD), 5611 Columbia Pike, Falls Church, VA 2204l
LN Cdr, USA DARCOM  (DRXAM-AR), Alexandria, VA 22333

'§§ Cdr, USA INsSCOM (IAPR-RM), AHS, Arlington, VA 22212

R Cdr, USAHSC (HSAG-A), Ft Sam Houston, TX 78234

€9 Cdr, USA FORSCOM (AFAG-ASR) Ft McPherson, GA 30330

g A Cdr, USA Recruiting Command (USARCRPM-A), Ft Sheridan, IL, 60037
£3

-; -,

w B

g3

Cdr, USAMDW (ANTE-AR), Ft McNair, Washington, DC 20319
Cdr, USA WESTCOM (APAG-AF), Fort Shafter, HI 96858
.‘ . ’
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DRAFT FINAL REPORT

Pilot study of Modern Army Record-keeping System (MARKS) at
Sth Bn, 73rd Armored Regiment, 194th Brigade, Fort Knox, KY, Jul 83 - Jun 84

Chapter 3
Selection of a TOE Unit

1. The effort to secure access to a TOE unit with which to conduct the pilot
began on 2 April 1982 with a letter to Commander, USA TRADOC (Encl # 1) which
suggested that Soldier Support Center, whose mission includes "...reviewing
and evaluating all concepts and doctrine pertaining to...administrative man-
agement and services" might test the concept.

2. The TRADOC response of 7 July 1982 (Encl # 2) proposed that TRADOC carry
out the pilot as a "customer test," with TAGO as the test proponent, by using
one of TRADOC's field testing activities. TRADOC also requested that TAGO
furnish (a) the issues, criteria and measures of effectiveness to be address-
ed; (b) the scope of the test, and (c) a formal request from TAGO that TRADOC
assign a test activity for this purpose.

3. The TRADOC request was addressed in TAGO's letter of 21 July 1983 (Encl #
3) which answered all three of these points.

4, TRADOC's attempt to assign the evaluation to TRADOC Combined Arms Testirg
Activity (TCATA), Fort Hood, Texas resulted in a communication from that or-
ganization dated 8 September 1982 (Encl # U4) which concluded that "...the
evaluation of MARKS does not qualify...as a test," but should rather be a
"structured subjective evaluation" or a "controlled study."

5. This information led to a visit to HQ, USA TRADOC by the MARKS team on 24
November 1982 (trip report at Encl # 5) to determine the status of TAGO's
original request. On arrival, we were advised that since the trend was toward
a "study" rather than a "test," the responsibility had shifted within the
headquarters from Testing Directorate to Combat Development Directorate; the
Studies Management Branch of HQ, USA TRADOC requested that our requirements be
presented to the Study Program Office (DACS-DMO), HQDA. The presentation was
made on 30 November 1982. DACS-DMO concluded that the study was below the
threshold of AR 5-5, Army Study Program; the Office of The Adjutant General
was given permission to proceed with any desired study without resorting to
the formal procedures of AR 5-5,
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Chapter 3
Selection of a TOE Unit (Continued)

6. A request was then made to Commander, USA TRADOC (letter of 27 December
1982, copy at Encl # 6) for designation of a participating battalion and in-
stallation headquaraters. Negotiations with TRADOC had continued on the TOE
battalion because the action had begun as a request for Soldier Support Cen-
ter, a TRADOC activity, to conduct the testing. At this point Commander, USA
TRADOC designated Headquarters, US Army Armor Center and Fort Knox as the in-
stallation headquartaers but deferred to Commander, USA FORSCOM on selection
of a TOE unit.

7. A formal request was sent to Commander, USA FORSCOM (letter of 31 January
1983, copy at Encl # 7) asking for designation of a TOE battalion for the
MARKS pilot. This led to a full-scale, formal briefing at HQ, USA FORSCOM on
8 February 1983 to present the scope and aims of the pilot. On 8 April 1983,
HQ, USA FORSCOM designated 5th Battalion, 73rd Armored Regiment, 194th Armored
Brigade é )Fort Knox, Kentucky to participate in the MARKS pilot study (copy at
Encl # 8).
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DEPARTMENT OF THE ARMY ’ .
b OFFICE OF THE ADJUTANT GENERAL
i ALEXANDRIA, VA 22331
- LT T T ‘
[ RN RE P | - e
. ' b
5 DAAG-AMR-P T
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b, '_ e
h SUBJECT: New Record-keeping Concept for the Army O
] E Vo
; Conmander & '
. US Army Training and Doctrine Command ’
: Fort Monroe, VA 23651 z
t’ s
1)
y -
- g-
- l. This letter 1is to inform you of a concept development that would’ r.
X eventually replace The Army Functional Files System (TAPFS, AR 340-18 -
series) by changing the way the Army identifies and maintains its Fﬁ
; records. n;
[i 2. The replacement is called "Modern Army Record-keeping System," or : ~
» "HARKS," and is being developed because of perceptions by the Army < -
3 field establishment that TAFFS is unsuitable because: e
' = e
i ‘i;‘ a. It is difficult to teach, learn, and use. N
i
g b. It makes no provision for "general correspondence" files; if SR
; a record is not specifically identifiable under a particular TAFFS Ot
- number, it is a problem to file. NN
i c. TAFFS requires excessive research into too many regulations S
(total of 17 AR's). b

d. The numbering scheme used in TAFFS is arbitrary and bears no
relation to any other administrative number series, thereby requiring
the user to learn and correlate different schemes.

LS.

3. The suitability of TAFFS and whether or not it should be replaced . 
were studied by CALCULON Corporation under contract during 1980-81; -
. the Records Administrators of several addressees participated in the RS
; Study Advisory Group for, and the evaluation of, this contract. e
- CALCULON's conclusions were that TAFFS should be replaced by a more "
:j management- ~oriented system which eliminates the complexity of TAFFS; ,Qy
] and that, in developing a replacement system, we should position SR
. ourselves to adopt such state-of-the-art technology as may becone L}
. useful and cost effective. .
- ’ L., The study's recommendations for immediate action were to:
i ° ' a. Replace the arbitrary TAFFS numbering scheme with a system
ﬂtik that identifies records according to the number of the 3irective that LA
- o
2 o
' Encl # 1 to Chapter 3 et
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DAAG-AMR=-P - _ B
SUBJECT: New ..ecord-keeping Concept for the Arnmy , ' ﬁ

prescribes their creation, maintenance, and use.

b. Develop tailored, structured filing instructions for the
various echelons of the Army, much in the manner that AR 3L0-2 is
i tailored specifically for TO&E units under TAFFS. L

o
5. We uare therefore proceeding with a concept that will do the Zﬁa:
following things under MARKS: RS

: a. Number records according to their prescribing directives.
. For example, records in a unit supply room such as hand receipts, ).
I personal clothing records, reports of survey, etc., are prescribed by
AR T10-2, Supply Policy Below the Wholesale Level. Instead of these
records having file numbers of 1416-15, 1416-36, etc., under TAFFS,
they would be numbered 710-2 and then given an alpha suffix to
distinguish among the several types of records prescribed by AR
710-2. Thus the numbering scheme for Army Regulations, as outlined
in AR 310-2, becomes the basic structure for the Army's files. This
AR numbering scheme is generally better known and understood
throughout the Army than the existing TAFFS numbering scheme.

. R
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- b. Within each major category (as in the "T10" example above), e
g the first file number will be suffixed "a" and will be for general ==
correspondence files for which no specific file number exists, yet \
which relate generally to the major function described. See

- Inclosure 1 for an example of how this works.

b
)

¢. The numbering schemes for DA Forms and for recurring reports
that are under Requirements Control will also be brought into this
pattern, so that the same basic AR number will serve all of the o o
administrative processes for a particular progranm. -

d. The subjective nature of MARKS will allow the office creating .
a record to assign a file number to a record at the tinme it is S
created (probably immediately following the office symbol), rather s
than at the time the record is filed. We see this as having several ]
benefits, not the least of which are improved identification and
retrieval of records and increased familiarity at the action officer
level with the files structure,

e. The implementing regulations for MARKS will be tailored to B
the echelons which they serve. For instance, one directive will [
derve all installations of the Army, because all installations
basically perform the same functions, regardless of the mission or
composition of tenants; they perform facilities engineering, oOperate
Army Comuunity Service centers, furnish post security, etc. Another
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SUBJECT: dew Record-keeping Concept for the Army -, »

MARKS regulation will serve TO&E units, another, MACO!M and sub-MACOM ’ )
headquarters; another, the DA Staff; etc. 0y

6. At Isclosure 1 is a draft of a prototype regulation to test MARKS -
at the TI&E unit level; it is furnished to you solely for .
illustrative purposes, so that you can see how we envision the system
working.

T. Our milestones call for testing and evaluation of the MARKS

concept at several different echelons during the period January 1983

- February 1984, and -- if the concept proves practical, desirable, :

and cost effective -- implementation Army-wide on 1 January 1985. ]

We have considered a number of possibilities for testing the concept, '

among vhich is testing by Soldier Support Center. This would be l-‘ e

dependent, of course, on several factors -- SSC capabilities in this l”j
|

|
Aoaaans

o

area, the priority to be assigned to the testing, when it could bve
done, ete. Your thoughts in this area will be appreciated.

8. We have invited your Records Administrator, Mrs. Ann Thompson, to
participate in a career management panel in Washington 19-23 April
1982. If she attends, we will present a formal MARKS concept
briefing to her at that time. Our project officer is available to
travel to Fort !fonroe to present further briefings at your
convenieace, should you so desire.

9. Please give us your comments, concurrence, or non-concurrence in
the basic concept of !MARKS, and a preliminary indication of whether
or not Soldier Support Center nmight carry out the testing (as
discussed above), by 15 May 1982. Point of contact is John Vos, HQDA
(DAAG-AMR-P), AUTOVON 221-60ul4, -

FOR THE ADJUTANT GENERAL: / \

RAFFER

Cplonel, GS

Pirector, Adnihtg SRR
Management Y

1 Incl (
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DEPARTMENT OF THE ARMY
MEADQUARTERS UNITED STATES ARMY TRAINING AND DOCTRINE COMMAND
FORT MONROE, VIRGINIA 2368)

REPLY TO . . [ ]
AT TENTION OF:

ATPL-AOR 7 JUL 1982

SUBJECT: New Record Keeping Concept for the Army

HQDA (DAAG-AMR-P)
Alexandria, Virginia 22231

1. Reference, TAGO letter, 2 April 1982, SAB.

2. The referenced TAGO letter requested TRADOC review a new "Modern Army

Records Keeping System" (MARKS) to determine if a test of the proposed system A
is feasible. The review shows that the testability of MARKS poses no -
technical difficulties. Methodology can include both attitudinal surveys and ' .
measurement of relative changes of such parameters as errors, operational B
time, training time, and linear feet of file space. The resources required to Lo
support the test would be determined by the scope of the effort. e

3. The test can be performed by TRADOC as a customer test, with TAGO as the
customer. Since TAGO has the functional area expertise on records keeping
systems, it must serve as the test proponent. TRADOC does not have the
functional area expertise and would be unable to perform as the proponent.

4, The TAGO statement that the TRADOC Soldier Support Center (SSC) has the
requisite expertise for the formal, structured discipline of scientific
testing and analysis is in error. TRADOC testing is performed by the 10 test
activities having the testing mission and not by the centers or schools, If
TRADOC 1is requested to conduct a field evaluation of the MARKS, a test
activity will be appointed to execute the evaluation.

5. If TAGO wishes to continue exploring the feasibility of conducting a test
on MARKS, it must complete the following actions:

a. Develop the issues, criteria and measures of effectiveness to be
addressed in a test.

b. Determine the scope of the test (battalion, division, MACOM, HQDA or a
slice of all command levels). The number of agencies to be involved as
players in the test will determine resource requirements.

¢. Request TRADOC assign a test activity to coordinate with TAGO to
develop a cost estimate for execution of the test.

Encl # 2 to Chapter 3
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ATPL-AOR
SUBJECT: New Record Keeping Concept for the Army

6. HQ TRADOC POC for test coordination is LTC Jones, ATTE-R, AV: 680-3685.

KB

R. E. BROWN
Colonel, GS
Adjutant General

FOR THE COMMANDER:
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DEPARTMENT OF THE ARMY
OFFICK OF THE ADJUTANT GENERAL
ALEXANDRIA, VA 22331

9 1 JUL 1882

DAAG-AMR-P

SUBJECT: New Record-keeping Concept for the Army

Commander

US Army Training & Doctrine Command
ATTN: ATTE-R

Fort Monroe, VA 23651

1. Reference your letter, ATPL-AOR, T Jul 82, SAB.

2. Request your headquarters assign a test activity to conduct
testing of the Modern Army Record-keeping Systen (MARKS) . The
following conditions and stipulations apply:

a. The Adjutant General's Office (TAGO, DAAG-AMR-P) will be
the test proponent.,

b. At Inclosure 1 is a statement of the issues, criteria,
and measures of effectiveness to be addressed in the test,
These may be further stated and defined during the cost
estimation phase discussed below.

¢. The scope of the test will include the following:

(1) Testing for a period of one year at the TOE unit
level (not to exceed two battalion-sized units). We anticipate
this testing beginning on 1 July 1983 and ending on 30 June
1964 .

(2) Testing for a period of one year at the
installation headquarters level, at the same installation as is
used for the TOE unit level test. %e anticipate this testing
beginning on 1 January 1984 and ending on 31 December 19564,

d. The CONUS 4installation to be used for ‘this test will
depend on the test activity to be assigned to this task, and its
location.

e, Upon your designation of a test activity, the MARKS
Project Officer will be made availabdble " to visit your
headquarters and/or the test activity, as required, to assist in
developing the cost estimate and to define further the issues,

criteria, and measures as discussed above. - 
: 2 § JUL 1982

Encl # 3 to Chapter 3
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: DAAG-AMR-P . . -
n SUBJECT: New Record-keeping Concept for the Army . A

) ’ _;J

t:: 3. Please respond not later than 20 August 1982. The MARKS ¥

Project Officer and point of contact is John Vos, HQDA e

’h (DAAG-AMR-P), AUTOVON 221-6044, o

. FOR THE ADJUTANT GENERAL:

6!4»59 |

1 Incl JOBN L. RAFFERTY -

as Colonel, GS ]

! Director, Administrative C ]

Management -
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Section I: Geperal Objectives

A. To determine whether or not the Modern Army Record-keepking Sys-
tem (MARKS) will work better than The Army Functional Files Systen
(IAFFS). '

B. To determine if the classification scheme of MARKS can be under-
stood readily by users, :

C. To determine the degree of user satisfaction or dissatisfaction
with MARKS, and the reasons for it.

Section II: Specific Objectives

1. To determine the benefits and advantages, or lack thereof, of
the following distinctive features of MARKS vis-a-vis TAFFS, as they
relate to the filing and retrievability of information:

a. MARKS will use a subjective format rather than the funct-
donal format of TAFFS. One of the principal objections to TAFFS has
been that its functional -nature is confusing; before a document ecan
be given a file number, it must be related mentally not to its sub-
Ject matter, but rather to the assigned mission and function of the
office maintaining it (be that the creator or the recipient). This
same mental process must be repeated each time the document is to be
retrieved. As MARKS will concentrate on the sybiject matter of the
document only, will users find it --

° Easler to file and retrieve documents?
[ About as easy as under TAFFS?

° More difficult than under TAFFS?

b. MARKS will use the basic 'Army Regulation number as the file
number. For retrieval purposes, will the mental association between
AR number and file number make it easier than, about the same as, or
more difficult than under TAFFS? ‘

c. Another distinctive MARKS feature will be that the record-
keeping directives will be targeted to specific organizational
echelons of the Army (installation headquarters, service schools,
major Army command headquarters, TOE units, ete.), rather than to
major functional areas (R&D, Transportation, Medical, etc.). Our
main purpose in doing this is to give the user, at whatever echelon,
all the files descriptors that are needed at that level, but oply
those needed at that level. We want the testing to tell us whether

Inclosure # 1 1 R
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or not -- .

° Our test regulation is complete and accurate, in that
it does or does not contain all the file descriptions
necessary for the target audience.(?®)

] The installation headquarters being tested finds this
"echelon™ type of directive more usable than TAFFS,
about the same as TAFFS, or less usable than 1iFFS.

d. It 1is not our intent, in MARKS, to require the creation of
any records that are not already being created and maintained to
document the Army's transaction ¢f public business. However, it may
be that, with a system that ties record-keepking to the prescribing
directive, the field will perceive it as an additional record-
keeping requirement. For instance, testing may reveal that several
categories of records which (under TAFFS) had been grouped together
under the catch-all term of "administrative files" will now have to
be broken out and identified according to their specific prescridb-
ing directives. We will want to know --

¢  Whether the new systenm will result in a
measurable quantitative increase in the
records being created and/or maintained.

* Regardless of whether or not an increase in
volume results from MAKKS, do users perceive
it -~ for this reason -- as creating an
additional workload?

e. At some point during the test period, the Annual Army Pri-
vacy Program Report will come due. One of the features of MARKS is
that it ties the file description to the systems notice under The
Privacy Act of 197h. We will want to know whether or not tested
elements find it easier to prepare the annual report because of the
inclusion of Privacy Act pointers in the filing directive.

f. Another MARKS feature 1is the "general correspondence" cate-
gory within each subject area (see prototype regulation previously
furnished to you). We will want_ to know whether or not tested ele-
ments find this to be an improvement over TAFFS in identifying and
retrieving "hard-to-file"™ documents which are not pinpointed in the
specific MARKS files descriptions,

g. MARKS will allow users to put the file number on a record at
the time it is created (see para T7-4% of the prototype regulation),
rather than -~ under TAFFS - requiring that. it not be assigned
until such time as the record is filed. We will want to know
whether this permissive procedural change makes identification and
filing easier than it was under TAFFS, more difficult, or about the
same., :

(*) These situations apply only to testing at the dinstallation
headquarters 1level; TOE units, under TAFFS, are already using a
regulation specifically tailored for that echelon.
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2. In MARKS, all file titles will be expressed in two Wways. The
first will be the long title, shown essentially as it appeared in
TAFFS for a given record series; following ¢that, 4t .will be
expressed as a "Standard Data Element,” or "SDE," which is a part of
the Army's standardization program under AR 18-12. Each ®*SDE" file
title will have a maximum of 24 characters (including hyphens, which
separate the abbreviations), and will remain eye-readable, or
mnemonic. This dual-titling of our record series is a first step
toward facilitating the eventual "automatability"™ of the Army's rec-
ord-keepking processes, Typically, these two titles will appear in
MARKS as in this example:

Nuzber = Iitle
638-1a Personal Effects Case Files (long title)
SDE: PER-EFFECT-CASE (SDE title)

Having taken this 4initial step toward automatability of the Army's
records, we would like to include -- at- the installation headquar-
ters testing level -- a test of automated indexing of the records of
the headquarters. This portion of the test would be for the
purposes of determining -~

® Whether automated indexing is perceived at the
manager/action officer level as being a useful
management tool.

] Whether automated indexing is helpful to the
installation records manager in identifying and
controlling the disposition of headquarters
records, including the scheduling of their flow
into the records holding area.

° Whether the Standard Data Element titles can bde
used for the purpose of conducting on-line key-
word searches.

° Just what elements should be identified and made
available for searching in order to best serve
the user.

3. Point of contact is John Vos, DAAG-AMR-P, AUTOVON 221-60U44,
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. LT, AGC
‘ Assistant Adjutant
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ATCT-PO-P (30 Jul 1982) 1st Ind .
SUBJECT: Evaluation of the Modern Army Record-Keeping System (MARKS)

Headquarters TRADOC Combined Arms Test Activity, Fort Hood, Texas 76544 . § SEP 1352

T0: Cdr, US Army Training & Doctrine Command, ATTN: ATTE-R, Fort lonroe,
Virginia 23651

1. Reference the telephone conversation between LTC Jones, ATTE-R and
MAJ Phillis, this office on 25 Aug 82.

2. The purpose of this letter is to confirm the referenced telephone
conversation.

3. The evaluation of MARKS does not quaiify, in the true sense, as a test.
The nature of the concept would seem to be a candidate for a structured
subjective evaluation or, in other words, a controlled study.

4. In addition, the proposed scope for the evaluation, i.e., converting
battalion level organizations only to MARKS, may cause undue difficulty

and confusion at that level. It could very possibly initiate the real

or imagined need for maintaining two separate filing systems; MARKS for

the evaluation and the old TAFFS for the real day to day work. Perhaps

a better and less difficult approach would be to convert an entire organ-
jzation or installation to MARKS. Perhaps a small installation could be
converted to MARKS for a prescribed period of time. Functional experts pro-
vided by the proponent could periodically visit the installation to evaluate
the system and provide assistance as required.

5. POC is MAJ Phillis, 737-9100.
FOR THE COMMANDER:
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h Commander

TRADOC Combined Arms

Test Activity

ATTH: ATCT-PO (MAJ Phillis)
Ft tiood, TX 76544

1., Peferences:

S t o
a. DA-AG 1tr, 21 Jul 82, SAB. E&T;W, T
b. FONECON between LTC Jones, ATTE-R and MAJ Phillis, TCATA, 29 Jul 82, SAB. g

2. TCATA is requested to conduct a customer test for HQ DA-AG in the evalua-
tion of a New Record-Keeping Concept. The issues, criteria and measures of .
effectiveness are at incl 1. —

‘ -
3. Since FORSCOM troops will be required to support the evaluation, an QTP -
must be submitted for review and approval by the TSARC. ;
4, Request TCATA provide comments and report of resources required to support }ﬁf
the evaluation to this HQ, ATTN: ATTE-R as soon as possible. o

5. Direct coordination with HQDA-AG POC is authorized for coordination of
test requirements.

. ') _
\.C/A.. 1/1/.‘9 C et
1 Incl - DOLALD G. REICH
as ) Assistant Deputy Chief of Staff
for Test and Evaluation

CF
AQDA (DAAG-AMR-P/Mr. Vos)




DAAG-AMR-P
26 November 1982

SUBJECT: Trip Report (TRADOC Visit, 24 November 1982)

TO: DAAG-AM

1. Bert Haggett and John Vos, DAAG-AMR-P, visited HQ, USA TRADOC on
Wednesday, 24 November 1982, for the purpose of discussing the gcopn-
trolled study of MAREKS with officials at that headquarters,

2. Ve met first with LTC George Jones, DCSTE, at 1100 hours, We ex-
plained to him that we have decided that a controlled study would be

- acceptable, provided that me could get the support and assistance
needed from TRADOC and FORSCOM to carry it off.

3. LTC Jones advised that since we opt to go with the controlled
study, it 1s out of DCSTE's bailiwick and 1into the Combat Develop-
ment Directorate's area. He therefore referred us to ...

4, Study Management Branch of Combat Developments Directorate. The

Branch Chief, with whom we spoke only briefly and in passing, is a MAJ

Ross. Our substantive discussions (€ 45 minutes) were with Mr. Walter

_ banks and Mr. Bill Karnes of SMB. They were generally receptive to

* pern what we want to do; they were concerned, however, that our controlled

\9 study would involve the allocatiocn of resources (PMY's, or "profess-
ional man-years®™, and hard dollars). I assured them that --

a. The only "hard dollar" expenses would be borne by TAGO.

b, The only perscnnel resources outside of TAGO that would bde
involved in the study would be those of the 1installation records
manager, who would have a hand in overseeing the study during the time
that it is actually going on.

c. The TRADOC/FORSCOM employees and troops that would be using
. MARKS during the study would not be devoting any more time (and, hope=-
® fully, lesas time) than they already are under TAFFS,

d. The training time that 1is 1involved to teach any group of
people the differences between MARKS and TAFFS, and how to apply
MARKS, would be about eight hours.

: 5. SMB opined that what we want to do falls within the purview of

! AR 5-5, Army Study and Analysis Program, the proponency for which

N rests in HQDA (DACS-DMO). The Study Program is headed by a Dr. Dunn,

. assisted by a Ms. Jo Anne Langston. Additionally there is a Study

- Planning Coordination Committee (SPCC) at HQDA, on which TAGO has a

- member; however, Walt Banks says that the SPCC exists ",,.more on
paper than in reality."

> . o

- - 6. Bottom line 1is that we should submit a statement of work through
N the SPCC to DACS-DMO, who will then task TRADOC (SMB) with carryinrg
. out the TRADOC/FORSCOM part, which is to identify and task a TOE unit
N and an installation headquarters to participate im the study. Mr.
. Banks stated that since no hard resources on the part of T

RADOC/FOR: -
Encl # 5 to Chapter 3 . oRs:
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COM are envisioned, it shouldn't be much of a problem getting through
this part of the bureaucracy.

7. In summing up, SMB recommended that we --

a,. Sell the concept to COL Brown, TRADOC AG, and enlist his v
support since he 1s responsible for the administrative management
aspects of what TRADOC does and, as the functional manager, SMB will
eventually have to coordinate our effort with the TRADOC AG.

b. Prepare a statement of work IAW AR 5-5,
¢. Get it through the SPCC to DACS-DMO.

8. Following the meeting with SME, we met with COL Brown, TRADOC AG,
from 1300 to 1345, Also present were LTC Shires, Director of Admin-
istrative Services, and Ms. Ann Thompson, TRADOC Records Administra-
tor. We briefly brought them up to speed on MARKS and then reviewed
our meetings with DCSTE and SMB. COL Brown is of the opinion that it
might be better to ignore the formal "study management™ approach be-
cause of the massive documentation and bureaucracy involved (and the
concomitant time lags), and handle it instead exclusively through AG
channels (i.e., his office). We then discussed -- apart from which
channel is used -- a possible location for the study. COL Brown lear
toward Fort Sill, OK as an ideal site. I expressed our desires fory
site east of the Mississippi and outside the NCR. By the wvay, Ea
everyone that we talked to on 24 Nov 82 agreed that, for visibility T
and credibility, a TOE unit from the combat arms is the Bmost
desireable.

10. While we appreciate his offer of the AG channel -- and indeed, —
may eventually use it -- there are dangers in going exclusively with -
that route to the total exclusion of the Army Studies and Analysis T
Program (AR 5-5),. I can envision protracted negotiations inm the AG
channel to get access to a unit and installation, only to have those
responsible for the Army Studies Program interject themselves and tell

us we can't do it informally without going through them and their pro-
cedures.

11, I therefore propose to make an initial (verbal) contact on
Monday, 29 Nov 82, with Dr. Dunn's shop, DACS-DMO, to ==

a. Tell them about what we are working on and what we want to do
by way of studying it.

b. Inform them that the resources involved are minimal,

¢. Sollcit their ideas on this subject, and an informal estimate
of how long it would take from the time of our submission to DACS-DMO
to the time TRADOC has the tasking im hand. . _
12. We returned to Davison AAF at 1720 hours, 24 Nov 82. &

John G, Vos
MARKS Project Officer
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DEPARTMENT OF THE ARMY
OPFICE OF THE ADJUTANT GENERAL
WASHINGTON, D.C. 20310

‘g " DEC 1962

SUBJECT: Study of the Modern Army Record-~keeping System (MARKS)

Comnand er
US Army Training and Doctrine Command
Fort Monroe, VA 23651

- wmees e The :Adjutant Ceneral's.Office is designing. The Modern Axrmy Record-keeping -

System (MARKS) as a replacement for The Army Functional Files System (TAFFS).
MARKS will simplify maintenance of records in the Army by tying them to the
Army Regulation that prescribes their creation and use; will standardize the
numbering of files, DA Forms, and intra-Army requirements controcl under a sin-
gle scheme; and will pave the way for future automation of the record-keeping
process. Because it will affect every element, organization, and office in
the Army, implementation must be preceded by a study to insure that it will
function as it is designed, and meet all requirements of the user and the rec-

" ords management program.

2. In April 1982, HQDA requested TRADOC assistance in supporting a test or

study of MARKS (document package at Incl 1). Having decided that a controlled
study would be the best way to evaluate MARKS, we were referred by your Com-
bat Developments Directorate to the Studies Program Management Office (DACS-~
DMO) of the Office, Chief of Staff, Army for clearance under AR 5-5, Army
Study and Analysis Program. We have now been advised that our requiremgnts
are below the threshhold for formal studies under that program, and that we
may proceed without further reference to AR 5-5 requirements (see Incl 2).

3. The basic requirement is for participation of ome battalion and an instal-
lation headquarters during the period 1 July 1983 - 31 December 1984. All prep-
aration for and conduct of the study will be done by members of my office.

These requirements were discussed informally with your Combat Developments Dir-
ectorate (see Incl 3).

4. Detailed information on this requirement is at Inclosure 4. Please advise
not later than 4 February 1983 of the organizational elements selected for the
study, their location, and the points of contact at the study site. TAGO point
of contact is Mr. John Vos, HQDA (DAAG-AMR-P), AUTOVON 221-6044. Mr. Vos is

Encl # 6 to Chapter 3
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DAAG-AMR-P 9" DEC 1982
SUBJECT: Study of the Modern Army Record-keeping System (MARKS)

available for consultation at HQ, TRADOC on this sub
e so desire. ’ ject at any time if you

4 Incls QALD .1? DELANQ -

as Brigadier General, USA
Acting The Adjutant General
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DEPARTMENT OF THE ARMY
OFFICE OF THE ADJUTANT GENERAL
WASHINGTON, D.C. 20310

371 5y 1ug
DAAG=-AMR-P 198y
SUBJECT: Pilot Study of the Modern Army Record-keeping Systen
{MARKS)

Commander
. S. Army Forces Command
ATIN: AFAG-AS

Fort McPherson, GA 30330

1. Request you designate one TOE battalion for participation in
a pilot study of MARKS during the period 1 July 1983 - 30 June
1984. Commander, USA TRADOC has tentatively designated Headquar-
ters, Fort Knox, KY for the pilot study at the installation head-
quarters level; the designation of a TOE battalion at Fort Knox
would make the management of both studies easier.

2. The details of MARKS will be briefed to USA FORSCGM AG and
ODCSOPS personnel on 8 February 1983.

3. An information packet on MARKS is attached for your informa-
tion (Incl 1). At Incl 2 is a summary of the responsibilities
of TAGO, USA TRADOC, and USA FORSCOM, respectively, in the pilot
study. The use of MARKS in the battalion will not detract from
unit training, readiness or mission accomplishment in any wvay.
Administrative personnel of the battalion who have been using The
Army Functional Files System (TAFFS) will use the simplified
procedures of MARKS in its place,

4., Requesat reply not later than 28 February 1983. Point of con-
tact is John Vos, HQDA (DAAG-AMR-P), AUTOVON 221-6044,

[reRbe) ]
2 Incls DONALD J. DELANDRO
as Brigadier General, USA

Acting The Adjutant General

Encl # 7 to Chapter 3
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SECTION I: The Adjutant General's Office (TAGO) will --

Orient key personnel: An initial briefing to explain the

general scope of the pilot and the extent of the unit'’s involve-
ment in it. This would probably involve the Battalion Commander,
X0, S=1, Adjutant, the installation Records Manager, and any
others whose attendance is desired or desireable.

¢ A lesson outline for a
block of instruction on what MARKS is, how it differs from TAFFS,
how it will be used, its distinctive features, etc., including
practical exercises. This lesson outline will be tested within
TAGO prior to its use with battalion personnel.

¢t The TAGO representative (MARKS Project
Officer) will conduct the necessary training for battalion admin-
istrative personnel. The training will not exceed six (6) hours
of classroom instruction, including practical exercise. It can
be conducted in either one, two, or three stages, depending on
how many personnel can attend at any one session.

Furnish all materials: TAGO will bring to the pilot site and
furnish to the participants all the materials to be involved in

the pilot study, including the pilot regulation (AR 340-XX/Test),
handouts, filing and finding aids, information sheets on how par-
ticular situations are to be handled, reference documents giving
names and telephone numbers to call if difficulties are
encountered or 1if questions arise, etc. File supplies would be
furnished as they presently are (there will be no unique or un-
usual file supply requirements during the pilot study).

¢ The MARKS Project Tean
will make at least two on-site visits during the course of the
year to provide gulidance and assistance where needed. The pilot
will essentially consist of the battalion administrative
personnel using the MARKS concept in place of the current TAFFS
manner of identifying and disposing of recorded information. 1In
addition to the (at least) two on-site visits by TAGO
representatives, participants will have access during the course
of the pilot to (a) the installation Records Manager, and (b) by
AUTOVON, the MARKS Project Team for any assistance they may
require or desire.

Post-pilot evaluation: At the conclusion of the year, the
MARKS Project Team would again visit the site and, through inter-

views and/or questionnaires, obtain participants' perceptions of
MARKS vis-a-vis TAFFS. The specific areas to be covered in.this
post-pilot phase have been outlined in a document entitled
"Issues, Criteria, and Measures of Effectiveness" which is
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attached hereto.

Debrief key peraonpnel: At the conclusion of the post-pilot
data collection, the MARKS Project Officer will debrief key

interested personnel (see the first item above) with an assess-
ment of the results,

Section II: Commander, US Army Training and Doctrine Command
(TRADOC) will --

Make avajilable an installation headquarters for participation
in that phase of the pilot study. (Commander, USA TRADOC has
tentatively designated Fort Knox, KY for this purpose.)

Assure cooperation in the pilot by making Commander, Fort

Knox aware, through command channels, of the purpose, scope, and
importance of the pilot.

Make avajlable the Fort Knox Records Manager, on a limited
basis, for on-site assistance to pilot participants during such
times as the MARKS Project Team is not on-site. This would con-
sist of answering participants' questions or interfacing, by
AUTOVON, with the MARKS Project Team where necessary.

Make available, through Commander, Fort Knox, minimal ad-
ministrative support for the MARKS Project Team during such times
as they are on-site, consisting of desk space and access to tele-
phones, hotel/motel reservations for on-site visits, etc.

Section III: Commander, U. S. Army Forces Command (FORSCOM)
will --

nggignagi'a TOE battalion, preferably at Fort Knox, KY, for
use in this pilot study for the period 1 July 1983 - 30 June.
1984,

on the part of the TOE battalion and its
immediate higher headquarters by making the respective commanders
aware, through command channels, of the nature, scope, and
importance of this pilot study.

1 Incl:
Issues, Criteria, and
Measures of Effectiveneass
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MODERN ARMY RECORD-KEEPING SYSTEM (MARKS)
- Sectlon I: General Qblectives

At e

. A. To determine whether or not the Modern Army Record-keeping Systenm
. (MARKS) will work better than The Army Functional File System (TAFFS).

B. To determine if the classification scheme of MARKS can be readily -
understood by users. N

' C. To determine the degree of user satisfaction or dissatisfactio. 1
‘: with MARKS, and the reasons therefor.

;. Section II: Specific Objectives
i 1. To determine the benefits and advantages, or lack thereof, of the

following distinctive features ofd MARKS yis-a-vis TAFFS, as they re-
late to the filing and retrievability of information:

e P PRI Y W U

a., MARKS will use a sybjective format rather than the functional
format of TAFFS. One of the principal objections to TAFFS has been O
that 1its functional nature 1is confusing; before a document can be ]
given a file number, it must be related mentally not to its subje.___ —
but rather to the assigned mission and functions of the offY _

maintaining it (be that the originator or the recipient). This same ~f4
. mental process must be repeated each time the document is to be re-
.. trieved. As MARKS will focus on the subject matter of the document
- only, will users find it == e
EI e Easier to file and retrieve documents? ifj

- ] About as eaay as under TAFFS?
‘ ° More difficult than under TAFFS?

b. MARKS will use the basic Army Regulation number as the file
number, For retrieval purposes, will the mental association between T
AR number and file number make 1t easier than, about the same as, or L
more difficult than under TAFFS? a

¢, Another distinctive MARKS feature will bde ¢that the record-
keeping directives will  ©be targeted to specific organizational
echelons of the Army (installation headquarters, service schools,
MACOM headquarters, TOE units, etc.), rather than to major functional
areas (R&D, Transportation, Medical, etc.). Our main purpose in doing
this is to give the user, at whatever echelon, all the descriptions

that are needed at that level, but onlvy those needed at that level.
We want the pilot studies to tell us whether or not --
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° Our test regulation is complete and accurate, in that it does
or does not contain all the file descriptions necessary for
the target audience .

° The installation headquarters in this pilot finds the "ech-
elon" type of directive more usable than TAFFS, about the same
as TAFFS, or less usable than TAFFS.

d. It is not our intent, in MARKS, to require the creation of any
records that are not already being created and maintained to document
the Army's transaction of public business. However, it may be that,
with a system that ties record-keeping to the prescribing directive,
the field will perceive it as an additional record-keeping
requirement. For 1instance, ¢the pilot may reveal that several
categories of records which, under TAFFS, had been grouped together
under the catch=all term "administrative files" will now be broken out
and identified according to their specific prescribing directives. We
will want to know --

° Whether the new system will result in a measurable increase
in the records being created and/or maintained.

) Regardless of whether or not an increase results from MARKS,
do users perceive it -- for this reason -- as creating an
additional workload?

e. At some point during the pilot study, the Annual Army Privacy
Program Report will come due. One of the features of MARKS 1is that
it ties the file description to the systems notice under The Privacy
Act of 1974, We will want to know whether or not the participants in
the pilot study find it easier to prepare the annual report because of
the inclusion of Privacy Act pointers in their filing directive.

f. Another MARKS feature is the "general correspondence™ category
within each major subjective area (see prototype regulation, AR
340-XX). We will want to know whether or not the participants find
this to be an improvement over TAFFS in identifying and retrieving
"hard-to~file"™ documents which are not pinpointed 1in the specific
MARKS files descriptions.

g. MARKS will allow users to put the file number on a record at
the time it 1s created (see para 7-4 of AR 340-XX) rather than --
under TAFFS -- requiring that it not be assigned until such time as
the record is filed. We will want to know whether this permissive
procedural change makes identification and filing easier than it was
under TAFFS, more difficult, or about the same,

™) These situations apply only to the pilot at ¢the 1installation
headquarters 1level; TOE units, under TAFFS, are already using a
regulation specifically tailored for that echelon,
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Fj PILOT STUDY OF MARKS AT TOE UNIT LEVEL

SECTION I: The Adjutant General's Office (TAGO) will «-

.l Orient key personnel: An initial briefing to explain the a
general scope of the pilot and the extent of the unit's involve-
ment in it. This would probably involve the Battalion Commander,
10, S-1, Adjutant, the installation Records Manager, and any
others whose attendance is desired or desireable.

.

t: Prepare Plap of Instruction (POI): A lesson outline for a o
{ block of instruction on what MARKS is, how it differs from TAFFS,

1 how it will be used, its distinctive features, etc., including 1
] practical exercises, This lesson outline will be tested within ]

TAGO prior to its use with battalion personnel,

s Conduct training: The TAGO representative (MARKS Project -
3 Officer) will conduct the necessary training for battalion admin-
istrative personnel., The training will not exceed six (6) hours
of classroom instruction, including practical exercise, It can
be conducted in either one, two, or three stages, depending on
how many personnel can attend at any one session.

PR PPN P ey

ot

encountered or if questions arise, etc. File supplies would be
furnished as they presently are (there will be no unique or un-
usual file supply requirements during the pilot study).

: TAGO will bring to the pilot site and Y. ...

furnish to the participants all the materials to be involved in .
the pilot study, including the pilot regulation (AR 340-XX/Test), -
handouts, filing and finding aids, information sheets on how par- ]
ticular situations are to be handled, reference documents giving zfﬁ
names and telephone numbers to call if diffioculties are _;:;
- 4

¢ The MARKS Project Teanm
will make at least two on-site visits during the course of the
year to provide guidance and assistance where needed. The pilot
will essentially consist of the battalion administrative 1
personnel using the MARKS concept in place of the current TAFFS
manner of identifying and disposing of recorded information. In
addition to the (at least) two on-site visits by TAGO
representatives, participants will have access during the course
of the pilot to (a) the installation Records Manager, and (b) by
AUTOVON, the MARKS Project Team for any assistance they may 1
. require or desire.

e
PRSP

- Post-pilot evyaluation: At the conclusion of the year, the
N MARKS Project Team would again visit the site and, through inter-

views and/or questionnaires, obtain participants' perceptions of
MARKS vis-a-vis TAFFS. The specific areas to be covered in this LA ]
post-pllot phase have been outlined in a document entitled e e
"Issues, Criteria, and Measures of Effectiveness™ which 1is
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attached hereto.

Debrief kevy personpnel: At the conclusion of the post-pilot
data collection, the MARKS Project Officer will debrief key
interested personnel (see the first item above) with an assess-
ment of the results.

Section Il1: Commander, US Army Training and Doctrine Command
(TRADOC) will ==

Make avajlable an installatlion headquarters for participation
in that phase of the pilot study. (Commander, USA TRADOC has
tentatively designated Fort Knox, KY for this purpose.)

Assure cooperation in the pllot by making Commander, Fort

Knox aware, through command channels, of the purpose, scope, and
importance of the pilot,

Make available the Fort Knox Records Manager, on a limited
basis, for on-site assistance to pilot participants duripng such
times as the MARKS Project Team is not on-site. This would con-
sist of answering participants' questions or interfacing, by
AUTOVON, with the MARKS Project Team where necessary.

Make avajlable, through Commander, Fort Knox, minimal ad-
ministrative support for the MARKS Project Team during such times
as they are on-site, consisting of desk space and access to tele-
phones, hotel/motel reservations for on-site visits, etec.

Section III: Commander, U, S. Army Forces Command (FORSCOM)
will ==

""a TOE battalion, preferably at Fort Knox, KY, for
use in this pilot study for the period 1 July 1983 - 30 June.
1984,

Assure cooperation on the part of the TGE battalion and 1its

immediate higher headquarters by making the respective commanders
aware, through command channels, of the nature, scope, and
importance of this pilot study.

1 Incl:
Issues, Criteria, and
Measures of Effectiveness
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;; MODERN ARMY RECORD-KEEPING SYSTEM (MARKS) ;5
::'.t Section I: Genperal Objectives o

. A. To determine whether or not the Modern Army Record-keeping System
(MARKS) will work better than The Army Functional File System (TAFFS).

B. To determine if the classification scheme of MARKS can be readily
understood by users.

t— C. To determine the degree of user satisfaction or dissatisfactiou
. with MARKS, and the reasons therefor.

Sectiopn II: Specific Objectives

1. To determine the benefits and advantages, or lack thereof, of the
following distinctive features ofd MARKS yis-a-vis TAFFS, as they re-
late to the filing and retrievability of information:

a. MARKS will use a subjective format rather than the functional
format of TAFFS. One of the principal objections to TAFFS has been
that 1its functional nature is confusing; before a document can he
given a file number, it nmust be related mentally not to its subje-—— -
but rather ¢to the assigned mission and functions of the offl.s -
maintaining it (be that the originator or the recipient). This same
mental process must be repeated each time the document 18 to be re-

trieved. As MARKS will focus on the suybject patter of the document
only, will users find it --

e Eg;iih to file and retrieve documents?
° About as easvy as under TAFFS?
® More difficult than under TAFFS?

b. MARKS will use the basic Army Regulation number as the file
number. For retrieval purposes, will the mental association between
AR number and file number make it easier than, about the same as, or
more difficult than under TAFFS?

¢. Another distinctive MARKS feature will be that the record-
keeping directives will be targeted to specific organizational
echelons of the Army (installation headquarters, service schools, -
MACOM headquarters, TOE units, etc.), rather than to major functional R
areas (R&D, Transportation, Medical, etec.). Our main purpose in doing -
this 1is to give the user, at whatever echelon, all the descriptions RS

that are needed at that level, but opnly those needed at that Jlevel.
We want the pilot studies to tell us whether or not --
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L) Our test regulation is complete and accurate, in that it does
or does not contain all the file descriptions necessary for
the target audience .

) The installation headquarters in this pilot finds the "ech-
elon" type of directive more usable than TAFFS, about the same
as TAFFS, or less usable than TAFFS.

d. It is not our 1intent, in MARKS, to require the creation of any
records that are not already being created and maintained to document
the Army's transaction of public business. However, it may be that,
with a system that tiles record-keeping to the prescribing directive,
the field will percelive it as an additional record-keeping
requirement. For 4instance, the pilot may reveal that several
categories of records which, under TAFFS, had been grouped together
under the catch-all term "administrative files" will now be broken out
and identified according to their specific prescribing directives. We
will want to know ==

[ Whether the new system will result in a measurable increase
in the records being created and/or maintained.

) Regardless of whether or not an increase results from MARKS,
do users perceive it ~~- for this reason -- as creating an
additional workload?

e. At some point during the pilot study, the Annual Army Privacy
Program Report will come due. One of the features of MARKS is that
it ties the file description to the systems notice under The Privacy
Act of 1974, We will want to know whether or not the participants in
the pilot study find it easier to prepare the annual report because of
the inclusion of Privacy Act pointers in their filing directive.

f. Another MARKS feature is the "general correspondence" category
within each major subjective area (see prototype regulation, AR
340-XX). We will want to know whether or not the participants find
this to be an improvement over TAFFS 1in identifying and retrieving
"hard-to-file" documents which are not pinpointed 1in the specific
MARKS files descriptions.

g&. MARKS will allow users to put the file number on a record at
the time it 1s created (see para T~4 of AR 340-XX) rather than --
under TAFFS -- requiring that it not be assigned until such time as
the record is filed. We will want to know whether this permissive
procedural change makes identification and filing easier than it was
under TAFFS, more difficult, or about the same.

™ These situations apply only to the pilot at the 4installation
headquarters 1level; TOE units, under TAFFS, are already using a
regulation specifically tailored for that echelon.
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AFAG-ASR (31 Jan 83) 1st Ind
SUBJECT: Pilot Study of the Modern Army Records—keeping System

HQ FORSCOM, Fort McPherson, GA 30330 ' 8 APR 1983

dTId TYOTYOLSIH SMHVW

TO: HQDA (DAAG-AMR-P), Alexandria, VA 22331 S
1. The 5th Battalion, 734 Armored Regiment, Fort Knox, is designated to
participate {n the pilot study of MARKS (see Inclosure 3).
2. The brigade POC for this study is SFC Lane (AUTOVON: 464-4219). :
FOR THE COMMANDER: : ; :
T o ‘
2 Incl ' JOSEPH C, mxmz><\_ o
wd incl 1 J, AGC )
Added 1 incl ssistant Adjutant General .
3. MSG 311030Z MAR 83 o
FT KNOX -
L
-
2 - ::
Encl # 8 to Chapter 3 till

..............
..............

.............
......................




LA A S S a el ol v et auil AaD aial R M R

?E DRAFT FINAL REPORT

Pilot study of Modern Army Record-keeping System (MARKS) at
S5th Bn, 73rd Armored Regiment, 194th Brigade, Fort Knox, KY, Jul 83 - Jun 84

Chapter 4
Preparation of Materials Prior to Inception of Pilot

1. In order to conduct orientation and training at S5th Battalion, 73rd Armored
Regiment in mid-1983, the following materials were developed, printed, and
used:

a. Lesson Plan, prepared in accordance with FM 21-6 (copy at Encl # 1).

b. AR 340-XX (Test), Pilot of the Modern Army Record-keeping System
(MARKS) at 5th Bn, 73rd Armored Regiment, 194th Armored Brigade (copy at Encl
# 2).

¢. Handout # 1, Identifying Records of the 5th Battalion, 73rd Armor
Under MARKS (copy at Encl # 3).

d. Handout # 2, Identifying General Correspondence of the 5th Battalion,
73rd Armor Under MARKS (ecopy at Encl # 4).

e. Practical Exercise in Identifying Records of the 5th Battalion, 73rd
Armor Under MARKS (copy at Encl # 5).

2. In addition to the above, the MARKS team secured and studied copies of
5/73 Armor's Lists of Selected File Numbers (LSFN's) which already existed
under TAFFS (copy at Encl # 6). Based on these lists, new LSFN's were prepared
under MARKS for each files station within the battalion to ensure correct
initial identification of records under MARKS (copy at Encl # 7).

'b:‘
3
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LESSON PLAN

(Reference: appendix G, FM 21-6, "How to Prepare and Conduct Military
Training,"” November 1975 (current)).
k %k & %k k & % &k & W h k h * k * * h ® k ® & k& * & & *k *k * * * & & & *

l. The Commander's Tralning Objectives: To orient administrative and
other record-keeping personnel of 5th Battalion, 73rd Armored Regiment
in the Modern Army Record-keeping System (MARKS) in sufficient degree
that they can use it effectively for a period of one year in place of o
The Army Functional Files System (TAFFS). »

(AR

2. 1Intermediate Training Objectives, listed in the sequence to be
taught:

None.
3. Administrative Instructions:

a. When: 20-30 June 1983.

b. Where: 5/73 Armor, Fort Knox, Kentucky.

c. Who: Administrative, staff, supply, training, and maintenance
personnel of 5/73 Armor.
d. Principal and assistant trainers: MARKS Team, TAGO --
(1) Principal: John G. Vos, GS—-12, HQDA (DAAG-AMR-P). i“
(2) Assistant: Bert K. Haggett, GS-5, HQDA (DAAG-AMR-P).
e. Training aids, devices, and equipment to be used:

(1) AR 340-2, TAFFS for TOE and Certain Other Units of the v
Army, including C-1 and C-2. L

(2) AR 340-XX (Test), MARKS for TOE Units.

(3) Information Package on MARKS. _

(4) Handouts (#1 and $#2). 14

(5) Practical Exercise #1.

(6) Pre-pilot questionnaire,

(7) File folders, labels, tablets, pencils, SF-135 (Records ‘
Transmittal and Receipt), and other expendable supplies as required. .
4, Training sequence and time estimate: 240 minutes (4 hours). See .
detailed lesson plan (Section D, Sequence of Activity and Estimated o
Time). o

]

5. Safety restrictions: None, o
6. Additional information required by local SOPs: None. o
Encl # 1 to Chapter &4 ;_f

.....................
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LESSON PLAN
A. TRAINING OBJECTIVES

Training Objective # 1

TASK: Each individual within 5/73 Armor who is responsible fdor
maintaining records is to understand the basic principles for
maintaining and disposing of records under the Modern Army
Record-keeping System (MARKS).

CONDITIONS: Given a record-keeping environment within the battalion
and copies of AR 340-2 and AR 340-XX (Test).

TRAINING STANDARD: The application of MARKS must include the follow-
ing: (1) the soldier must be able to identify recorded in-
formation subjectively and identify it within the structure of
MARKS as contained in AR 340-XX (Test); (2) the soldier must
be able to apply the disposition standards in MARKS to spe-
cific records in his possession; (3) the soldier must be able
to cut off records and dispose of them in an approved manner
at the proper time.

Training Objective # 2

TASK: Each soldier undergoing training is to apply that which was
learned under Training Objective # 1 in a practical exercise
(PE % 1). .

CONDITIONS: Given a hypothetical situation for which "dummy" rec- . -
ords will be furnished, to be identified and filed in accord-
ance with MARKS.

TRAINING STANDARD: Based on the situation presented, the soldier f}-
is to classify records correctly, in accordance with the ——
subjective scheme in AR 340-XX (Test), to include —-- .

a. Proper file number.
b. Proper label entries.

c. Correct use of "general correspondence” classi-
fication for those records for which no specific MARKS
number exists.

B. INTERMEDIATE TRAINING OBJECTIVES: None.
C. ADMINISTRATIVE INSTRUCTIONS: ‘
l. When training will be given: 20-30 June 1983,

2. Training location: 5/73 Armor area, Fort Knox, KY.
Designation of classroom space and exact time for each increment
of training to be determined and scheduled by SFC Lane, point of
contact, HQ, 194th Armored Brigade. Tl s

3. Who will be trained: Administrative, staff, supply, .{ﬂ
training, and maintenance personnel of 5/73 Armor. :{}:

.............................................................
.................................................

...........................
.......




4. Principal and Assistant Trainers: John Vos and Bert e
Haggett, HQDA (DAAG-AMR-P). 'iﬂ

5. Training Aids: AR 340-2; AR 340-XX (Test); Information Vo

Package; Handouts; Practical Exercise. -
6. References: » itii

o]

a. AR 340-20 ;:"."J

b. AR 340-XX (Test).  &
C. AR 340-10

do FM 21"6.

'
D. SEQUENCE OF ACTIVITY AND ESTIMATED TIME: . 1

Begins on next page.
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D. SEQUENCE OF ACTIVITY AND ESTIMATED TIME ]
Time .
Allowed A.M. P.M., -
AREA TO BE COVERED (min.) Schedule Schedule g
1. Introduction 20 0800-0820  1200-1220 -]
e Purpose of the pilot
o Why we keep records
e History of TAFFS
e User dissatisfactions -4
e The CALCULON study '
e Design of MARKS ;
e Questions ) :
2. Administrative Details 10 0820-0830 1220-1230 ﬁ%
e Name, grade, unit, job _ﬁ:
title, MOS of each attendee e
\
3. Review of what is already known 20 0830-0850 1230-1250 77
e Overview of TAFFS (AR 340-2)
e Familiarity with TAFFS in S
general (discuss) =~
e Principles of TAFFS ﬁ
e Segregation of housekeeping if?
from mission records T
e Cycle of creating, maintaining, o
using, disposing of records o
under TAFFS -
4. Pre-pilot questionnaire 20 0850-0910  1250-1300 .-
ST
5. Break 20 0910-0930  1310-1330 - .
£ -
4
R e e S R R
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Time ]
AilOWEd A-M. P.Mo ’.:‘
AREA TO BE COVERED (min.) Schedule  Schedule =
6. Differences between TAFFS and . ?:
MARKS : 35 0930-1005  1330-1405
e Using prescribing directive
as file number .
o
e Handout # 1 ]
e Finding the correct subject ' ]
area y
N
e Filing and retrieving records zlfﬂ
e Use of "General Correspondence" -
file number LI
e Handout # 2 o
e Unidentified or unprescribed records ,;"l
vt
4. Practical Exercise § 1 20 1005-1025  1405-1425 Loy
oG
8. The Privacy Act of 1974 10 1025-1035  1425-1435 -
A
e Privacy Act records identified v
e Awareness of PVA requirements fwf
e Illustrations of PVA appli- ,i
cability R
.'_-J
9. Unidentified or Unprescribed 10 1035-1045 1435-1445 o
Records '
e How to handle 35ﬁ
e Report problem to Howard 1’?
smith, Fort Knox RMO <O
"
10. Break 15 1045-1100 1445-1500 a,;
11. Review of course to this point 20 1100-1120  1500-1520 X
12. Questions and answers 20 1120-1140  1520-1540 -7
5 - 1
NN T e e LT SN e A e \-4444, Sy




o]
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‘ E
Time : f
Allowed A.M. P.M." ]
AREA TO BE COVERED (min.) Schedule Schedule »
13, Discussion of further 20 1140-1200  1540-1600 5"
assistance that will be w1y
rendered ;ig{
e Availability of Mr. Smith ;; h
and MARKS Team via tele- )
phone (local and AUTOVON) .-»d
to answer questions, render R
assistance -
e MARKS Team to visit each files ; k
station during 27-30 June to 1
assist in setting up files for
pilot, labelling, lists of
file numbers, general conversion

from TAFFS to MARKS

® One visit per quarter during the
pilot by MARKS Team for on-site
advice and assistance

e Post-pilot questionnaire, to be ]
compared with pre-pilot questionnaire i

e Those separating or transferring
during the pilot to be debriefed
by AUTOVON by MARKS Team

End
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AR 340-XX (Test)
Headquarters,
Department of the Army

Washington, DC, 15 June 1983

PILOT
of the

Modern Army Record-keeping System
(MARKS)
at

5th Bn, 73rd Armored Regiment
194th Armored Brigade

c-1 Jd (sJIolL 53 Qe oyed
Fort Knox, Kentucky i nhgn e

July 1983 - June 1984 _ //
) 7%“_ k@\

JOHN G, V18
HRIVA (SAAC. TARPN
ALEXANDRIA, VA 24333

Office of The Adjutant General

Encl # 2 to Chapter &4
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Change )

- e -

No. 2)

_ This change
E records.

This change

—— p—— Ty I ———————v vv-vwfw_ﬁy‘v_v_-‘_-ﬁ}

-

?0 SED

12 DEC 1393 AR 340-XX (Test)

7 c-2
%_.Z.!“_ﬁéﬁs HEADQUARTERS

DEPARTMENT OF THE ARMY
Washington, DC, 20 July 1983

Office Management

MODERN ARMY RECORD-KEEPING SYSTEM (MARKS)
FOR TOE AND CERTAIN OTHER UNITS OF THE ARMY

Effective 20 July 1983

adds a new description and disposition for weight control

does not affect or implement the New Manning System.

AR 340-XX (Test), 15 June 1983, is changed as follows:

1. New material is indicated by é star.

2. Remove old pages and insert new pages as follows:

i \¢

Remove pages Insert pages

‘/A—59 and A“60 ® S @0 O O OO OCE OO0 OT SO LIPSO STSOGE A-Sg and A—60
VA-63 and A-64 DR RN I RN I N A R N I S I A ISP AP A AN S A ) A-63 and A—64

¥3. File this transmittal page in front of the publication.

The proponent agency of this test regulation is The Adjutant
General's Office. Users are invited to submit comments and
suggested improvements directly to Mr. Smith, HQ Fort Knox

5 (ATZK-AG-AR) or to Mr. Vos, HQDA (DAAG-AMR-P), Alexandria,

- VA 22331.

i.

. By Order of the Secretary of the Army:

- : JOHN A. WICKHAM, JR.
. Official: General, United States Army
" Chief of Staff

! ROBERT M. JOYCE

. Major General, United States Army

v The Adjutant General

.

f DISTRIBUTION: Sgpecial.

. .
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: ??asjsm. AR 340-XX (Test) ;
r ) T2 a3 c-1 - ]
Change B 1

No. 1) 72u6é\~__43 HEADQUARTERS "

. JoHN G, YOS DEPARTMENT OF THE ARMY *

Washington, DC, 15 July 1983
Office Management
MODERN ARMY RECORD-KEEPING SYSTEM (MARKS) 3

FOR TOE AND CERTAIN OTHER UNITS OF THE ARMY
Effective 15 July 1983

This change adds new descriptions and dispositions for records 1
dealing with energy conservation, nonjudicial punishment and
B courts-martial, discharge board proceedings, and property T

accountability. 1

This change does not affect or implement the New Manning System. : f

AR 340-XX (Test), 15 June 1983, is changed as follows: o]
1. New material is indicated by a star. "

2. Remove old pages and insert new pages as follows:

move es Insert pages — ;_¥
V - L R

TS @ 8 5 0 00000 VPO GO DGO OLIUOONL PPN GOEIESISOELEGELOSECGE A-sol

VA—9 thru A—lz.-.-.............................. A-g thru A-12.1
A/A_69 and A—?o-......--..-.--...--........o.-... A_69 thl‘u A—?O-l '.-.':-‘
VA-SI and A-—Bz.-....-........................-.. A—el and A-82 -
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/3. File this transmittal page in front of the publication. =

The proponent agency of this test regulation is The Adjutant
General's Office. Users are invited to submit comments and
suggested improvements directly to Mr. Smith, HQ Fort Knox
(ATZK-AG-AR) or to Mr. Vos, HQDA (DAAG-AMR-P), Alexandria,
VA 22331. o

By Order of the Secretary of the Army:

JOHN A. WICKHAM, JR.
Official: General, United States Army
Chief of sStaff
ROBERT M. JOYCE
Major General, United States Army
The Adjutant General
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AR 340-XX (Test)

Army Regulation ) HEADQUARTERS
340-XX (Test) ) DEPARTMENT OF THE ARMY -
. Washington, DC, 15 June 1983 ',

Office Management

MODERN ARMY RECORD-KEEPING SYSTEM (MARKS)
FOR TOE AND CERTAIN OTHER UNITS OF THE ARMY -
Effective 1 July 1983 !

Local supplementation of this test regulation is prohibited.
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Chapter 1
GENERAL
1-1. Purpose. This regulation has been written and published for

5 the purpose of testing a new records maintenance and disposition
i concept at the TOE unit level. The pilot study is to be conducted
;

:

:

in the 5th Battalion, 73rd Armored Regiment, 194th Armored Brigade.

1-2, "Concept. a. For the past two decades, Army records mainten-
ance and disposition procedures have been governed by The Army
Functional Files System (TAFFS), as published in AR 340-2 and the
AR 340-18-series.

b. Among the problems perceived by users in the field during
the life of TAFFS have been that --

: (1) There is no "general correspondence" category for records -
- which relate to a major functional area, but which cannot logically :
be identified with any of the specific file numbers within that 1
area. U

(2) By using an arbitrary set of file numbers which bears no 1
relationship to the numbering schemes already in existence (for
administrative publications, blank forms, and so forth) TAFFS
& ‘ﬂ;_ requires the user to learn and correlate different numbering

o systems. Also, under TAFFS it became impossible to put the file

: number on a document at the time of creation because it could be
o functionally identified under different numbers in different
X offices.

c. With this pilot study, the record series listed in

E AR 340-2, Maintenance and Disposition of Records in TOE and Cer-

. tain Other Units of the Army, have been reorganized to identify

' each file with the number of the directive that prescribes that the
.- function be performed. Within each basic series there is a pro-

o vision for "general correspondence;" a distinction is made between
retention periods in peacetime and during mobilization or the

e conduct of military operations, where this applies; and the appli-
cability of The Privacy Act of 1974 is pinpointed where this is
appropriate.

: 1-3. Applicability. This requlation applies, for purposes of the
. pilot study, only to record-keeping in the S5th Battalion, 73rd

° Armored Regiment, 194th Armored Brigade.
N 1-1

° °

»

.......
.............................




................................
........................

Y R R W W W e ey —— e

AR 340~XX (Test)

1-4. Responsibilities. The commander of a unit or the officer in
charge of an activity is responsible for its records; however, an-
other individual is usually charged with managing the records pro-
gram within the unit or activity. These duties will be performed
in connection with records management by that individual:

a. Informally survey or appraise the organization's records at
least once yearly and prescribe corrective action where such is

indicated.

b. Insure that people working with the Modern Army Record-
Keeping System (MARKS, see paragraph 1-6) are familiar with and
trained to use the system. This can be through classroom training,
on-the-job training, or both; taking part in classes given by the
installation records manager will satisfy this requirement.

c. Insure that office equipment and supplies are managed and
controlled according to AR 340-4 (files equipment), AR 340-8 (word
processing), AR 340-20 (copiers), and AR 340-22 (micrographics).

d. Identify and dispose of records by:

(1) 1Insuring that all recorded information, regardless of
location, volume, or characteristics, is identified and labeled.

(2) 1Insuring that disposable records are'destroyed only at the
end of the retention periods set forth in appendix A.

(3) fTransferring appropriate records to the Records Holding
Area or the Federal Records Center shown in appendix B.

1-5. References. Required and related publications are listed in
appendix C.

1-6. Explanation of terms. a. The Modern Army Record-keeping
System (MARKS). A system for identifying and arranging Army
records for reference and disposition according to the directive,
usually an AR, which prescribes their creation, maintenance, and
use. Each record series bears a file number which is the same as
the number of the prescribing directive. An unsuffixed number is
provided within each basic series for general correspondence which
cannot logically be identified with any of the specific numbers
associated with that category, as in this abbreviated example (see
aprendix A for full description and disposition):

1-2
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’

[ This is the publication
? series number and title; .
see Table 4-1, or see
| / see rable |
{ -
i 40: MEDICAL SERVICES -
Number Title -
The prescribing 40 General medical service corres- '
directive for pondence files
: these records
g is AR 40-66, 40-66a Health record files
s Medical Record
and Quality 40-66b Dental health record files -
Assurance Admin- R . ) '
{ istration

4 b. Retention period. The length of time a record must be kept

. after it becomes cut off (or inactive) and before it is destroyed.

4. Records that will never be destroyed because of their historical or -
archival value are called permanent records (see file number 870-5a !

in appendix A for an example).

c. Disposition instructions. 1Instructions (appendix A, used
in conjunction with Table 5-1 or 5-2) that specify the date or
event upon which to cut off, transfer, retire, or destroy records.

d. Cutoff. The termination of a file at specified times.

e. Record copy. That copy of a document kept for record from
time of creation until final disposal. It does not include reading
file copies, daily file copies, or others kept for convenience or e
reference. =

f. Records center. An activity that receives, maintains, ser-
vices, and disposes of records retired from Army organizations,
from records holding areas, and from oversea command records
holding areas. Records stored in records centers are inactive, and
have been retired so they can be maintained more economically and
efficiently in a central facility,

g. Records holding area (RHA). A facility at an installa-
tion, activity, or field command for holding cutoff files pending
destruction or retirement; or, an activity in a major oversea
command for holding cutoff records pending destruction or retire-
ment to a CONUS records center. These facilities have less val-
uable space and low-cost filing equipment, When located ocutside S
CONUS, these facilities are referred to as oversea command records e
holding areas (OCRHAs). e

1-3

...............................
.............................................
............................

PR P - PR .
. . ol e - RSN AT et
e ta ata ecatLiea Jrdeds e lTe L o LS s




S AP S Al BRI ARE ST i e o Ty >

" N e e e Sem e Becaven are o o

. AR 340-XX (Test)
h. Records. All recorded information (regardless of type)
made or received and maintained by an organization. This informa-
tion is kept in order to transact the Army's business and because

of legal obligations. Excluded from this definition are library
and museum material, extra copies of documents kept purely for R
reference purposes, stocks of publications, and blank forms. W

i. Record series. A group of documents described under a
single file number in appendix A to this regulation.

j. Permanent. This term applies to those record series so _
designated In appendix A; for an example, see the disposition -
column for file number 220-15a in appendix A. 1In each such case, Co
¢ the Archivist of the United States has determined that the records T
. have sufficient historic and legal value to warrant their perma-

nent retention.

k. Retirement. Shipment of records to a Federal Records
Center.

"

S

e N

~

l. Transfer. Shipment of records to RHAs, OCRHAs, another
o Army organization, or to a Government agency other than a Federal
3 Records Center.

e

s

|
Tl

l-7. Abbreviations., Common abbreviations used within MARKS, ‘ .
especially for use on file labels, are: ~=

CFa current files area R
COFF cutoff; cut off T
dest destroy AN
FARC Federal Archives and Records Center Connaed
s NPRC National Personnel Records Center L4
. OCRHA ° oversea command records holding area C
- PIF place in the inactive file -
% RefP reference papers e
d ret retire; retirement S
. RHA records holding area ' }

] MARKS Modern Army Record-keeping System '
trf transfer Tl
RCPAC Reserve Components Personnel and Administration e
Center N
WNRC Washington National Records Center Sy
] R
L
. Coe g
. RRE
. . ".'-1

:

1-4
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; Chapter 2 y
STANDARD FILE SUPPLIES

2-1. Purpose. This chapter provides for file supplies to be used }ﬁi,
in maintaining files. if¢'

I 2-2. Explanation of terms. File supplies include folders, guides, '
folder labels, fasteners, binders, label holders, and boxes used in : :
3 transferring or retiring records.

2-3, File supplies. a. With the exception of fiberboard boxes !
used to transfer or retire records, and file folders, any file -
supplies normally available from the Federal Supply Schedule (FSS) L
or the administrative self-service support center may be used.

b. The following boxes will be used as standard record
shipping containers to transfer or retire paper records:

(1) For letter- and legal-size documents: Box, fiberboard,
14 3/4" x 12" x 9 1/2", NSN 8115-00-117-8344.

(2) For index cards and other small records: Box, fiberboard, e
- 14 3/4" x 9 1/2" x 4 7/8", NSN 8115-00-117-8338.

‘qf ¢c. Other specialized boxes designed for magnetic tapes and L,
; microfiche are available from the FSS.

ey ‘

- d. The following standard file folders will be used to o
maintain paper records: N

|'l
"
R P

ﬁ (1) Folder, file, letter-size, manila, vertical, plain bottonm, { '
. 9,.5-point, 3/4" expansion, 8 1/2" x 11 3/4", square cut, NSN '
-~ 7530-00-291-0098.

(2) Folder, file, legal-size, manila, vertical, plain bottom,
9.5-point, 3/4" expansion, 9 1/2" x 14 3/4", square cut, NSN
7530-00-285-1732.

(3) Folder, file, letter-size, kraft, vertical, plain bottom, ST
ll1-point, 3/4" expansion, 9 1/2" x 11 3/4", square cut, NSN RO
7530-00-663-0031. o

(4) Folder, file, legal-size, kraft, vertical, plain bottonm, "
ll-point, 3/4" expansion, 9 1/2" x 14 3/4", square cut, WSN E_.
7530-00-200-4308. AN

2-1
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T Chapter 3 U
. )
F OFFICE COPYING AND FILE EQUIPMENT o j
r :-_4
F 3-1. Purpose. This chapter has general information for acquiring .
i. office copiers and file equipment. -
i 3-2. Explanation of terms. a. File equipment, File equipment f'j
, includes all file containers, machines, devices, and furniture used
' for maintaining files. Exceptions are items used for storing ]
: records in holding areas and records centers, such as fiberboard g
boxes, wooden boxes, pallets, racks, and shelving. 1It also ]
| excludes equipment that contains publications and blank forms
: stocked for issue. ; 1
. b. Office copiers (copying equipment) are those machines with ]
. a copier-per-minute output of 99 copies or less. They are used to
{ make 1 to 25 copies of each original document, needed in support of
3 administrative requirements, and not requiring special operator —
i training. ; 4
> R
- 3-3. Criteria. a. File equipment requests will be processed :
; under AR 340-4.
F . b. Office copler requests will be processed under AR 340-20. S
~ 'r;'l'* - e T .
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Chapter 4
FILE NUMBERS

4-1, General. A file number will be assigned to each record main-
tained by a unit, Follow these steps:

a. By scanning the series numbers and titles in Table 4-1,
select the basic series which relates to the subject matter of the
record to be identified., The numbers and titles in Table 4-1 have
been extracted from AR 310-2, and represent administrative-type
publications (AR's, Pamphlets, Circulars) of the Army. If needed,
further reference may be made to DA Pam 310-1, Index of Adminis-
trative Publications (microfiche), which lists all series numbers
and titles for regulations, pamphlets, and circulars.

b. Referring to appendix A, select the specific file number
within the basic series that covers the record to be filed. If the
record relates to the series generally but not to one of the
specific numbers thereunder, use the first file number (unsuffixed,
"General Correspondence Files").

4-2, Files not described by this requlation. 1If a record cannot
be identified by reference to Table 4-1 and appendix A, it will be

" brought to the attention of the servicing records manager, who

will:

a. Determine what directive prescribes the creation,
maintenance and use of the record, A

b. Establish file numbers (and alpha suffixes) based on the
number of the prescribing directive and the general format in
appendix A, and furnish it to the requesting unit for their interim
use, pending eventual publication in this regulation or its
successor. The disposition instruction for this provisional
identification of records will read, "Hold in current files area
until disposition instructions are published in AR 340-XX (Test)."
Figure 4-1 illustrates a local records manager's response to this
kind of request for help.

¢. The servicing records manager will furnish information on
the records in question (including identification of the pre-
scribing directive and an unclassified sample of the records) to
HQDA (DAAG-AMR-P) Alexandria VA 22331 for evaluation and publi-
cation,

4-3, List of file numbers. As a filing, reference, and training
tool, and to help eliminate constant referral to appendix A, each
files station within Sth Battalion, 73rd Armor will prepare a list
of file numbers in the format shown in Figure 4-2, A command or
installation form may be used for this purpose. The list, when
approved, will be filed as the first document in the front drawer
of the unit files. When the list is first drawn up or changed it
will be sent to the servicing records manager for approval; the
records manager's initials or signature on the return copy will
indicate such approval.

-
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The following list iIs extracted from AR 310-2, and is for use as a
"finding a2id" in connection with the MARKS numbers in appendix A:

SERIES

NUMBER

........

. % . .

AR 340-XX (Test)

BASIC SERIES NUMBERS AND TITLES

TITLE

Administration
Organization and Functions
Inspections and Investigations
Legal Services

Welfare, Recreation and Morale
Food Program

Financial Administration
Medical Services

Motor Transportation
Postal Service

Explosives

Aviation
Communications-Electronics
Army Reserve

Reserve Officer Training Corps
Military Police
Installations

Field Organizations
Nonappropriated Funds and Related Activities
Military Publications

Office Management

Army Training

Security

Military Intelligence

Safety

Emergency Employment of Army Resources
Military Operations

General Personnel

Personnel Procurement

Personnel Identification

Personal Affairs

Promotions

Personnel Absences

Deceased Personnel

Personnel Records

Decorations, Awards, and Honors
Personnel Information Systems

Inventory Management

Property Accountability

Maintenance of Supplies and Equipment
Historical Activities

kROTC)

Table 4-1

.......
--------
--------

.........

.................

..........
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ATZK-AG 14 July 1983 -

SUBJECT: Identification of Records

Commander

Sth Bn, 73rd Armor
194th Armored Brigade
ATTN: Adjutant o
Fort Knox, KY 40121

Atk A

1. Reference your verbal request of 6 July 1983 for iiles assist-
ance,

2. The nuclear surety records and reports which you maintain are

prescribed by AR 50-5, Nuclear Surety. We have forwarded a request i .
to TAG, HQDA, to have this category of records addedé to AR 340-XX §
or its successor for use by all TOE units to which it may apply; in s
the interim, you are authorized to use the following for these -]
records: T
- _ .
X L
50: NUCLEAR AND CHEMICAL WEAPONS AND MATERIEL 1
These records concern the operating procedures, safety, and
reliability of nuclear weapons and related material, including S
prevention of weapons accidents, incidents, unauthorized i
- detonation, and safe jettison. Also includes storage, I
; handling, transportation, maintenance, stockpile-to-target e
g sequences, and related accounting and reporting of niclear ]
S weapons and materiel, ' T
® Number Description Disposition
| E
! 50 GENERAL NUCLEAR SURETY CORRES- Retain in CFA until o
- PONDENCE FILES. disposition instruc- S
; KEYWORDS: Nuclear, Surety, tions are published R
. Accident, Incident in AR 340-XX (Test) Rt
o Documents on nuclear surety or successor, R
- which cannot logically be filed .
" the detailed records listed below. T
- Figure 4-1 -
» . °
. o ©
= e 4-3 -,:--'_.1
» 1

D T T TV

. . T T L O
e e, St et e e e e e e e LTI e e T et Tt tat ot o el N
, BN B T Rl el e e e e e T e e e e e e e e e e




AR 340-XX (Test) o

ATZK~AG
SUBJECT: 1Identification of Records

Number Description Disposition

50-5a NUCLEAR WEAPONS PERSONNEL RELI- Same as Number 50
ABILITY RECORDS. above,
KEYWORDS: Personnel, Reliability,
Training
Documents concerning the screening,
evaluation, training, qualification, )
disqualification, and requalification T
of personnel assigned nuclear weapons
responsibilities.

50-5b NUCLEAR WEAPONS TRANSPORTATION Same as Number S0 o
RECORDS. above, un
KEYWORDS: Nuclear, Transportation U
Docvuments relating to loading, tie- :
down, unloading, security, and re-
porting of the movement of nuclear
weapons.

3. Point of contact is Howard Smith, RMO, telephone 41945, ‘ . )

FOR THE COMMANDER:

. l....'.l
VI

—eed
W. GRAHAM JOHENSON
CPT, AGC SR
Assistant Adjutant General SRR

Figure 4-1 (Continued) ;S;E

4-4
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AR 340-XX (Test) :
This figure illustrates an abbreviated List of File Numbers. 1In 3
preparing the list, "General Correspondence Files" (the general o

number at the start of each basic series) need not be listed. ’
LIST OF FILE NUMBERS | 1
l1st Battalion, 93rd Infantry N -

Does Privacy Act .

apply? If so,

glve System ID § 1
Number Title ~ .
i 10-1a Organization Files ' i i
20-Ta IG Inspection Files E
27-1b special Courts-Martial Files “.3
30-1a Dining Facility Operations Files i |
37-2a Office Financial Files 'gii
58-1la Dispatcher Organizational Control Records E;iﬁ
\e 58-1b Equipment Daily Use Files ﬁ
65a ‘Postal Personnel Designation Files -fiﬁ
653 Unit Mailroom Inspection Files ;5;5
105-1a Office Message Reference Files f;i
210-130a Laundry/Dry Cleaning Files A1427.01aDALO *
220-la Unit Status Reporting Files 33 :

220-1b Personnel Readiness Files ;
220~45b Duty Roster Files ;l:
(etc.)
““““““““““““““““““ ;j*{
:
i
Figure 4-2 -- List of File Numbers ﬁl?

.
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Chapter 5
DISPOSITION INSTRUCTIONS

5-1. General. Retention periods for records accumulated by units
using this regulation are in appendix A,

5-2, Disposition instructions. Taking the general disposition
standard from appendix A, translate it into specific dates for
cutoff and destruction or retirement, using the instructions in
figure 5-~1. Bear in mind that retention periods begin when
the record is cut off at the end of the calendar or fiscal year, at
such other time as may be specified in appendix A, or on the
occurrence of a specific act or event which makes the record
inactive.

5-3. Changes to retention periods. Retention periods for Army
records sometimes change because of statutory, legal, financial,
and administrative requirements. These general rules apply:

a. Increased retention period. If a change increases the
retention period, apply the new period to all records of that file
number, regardless of when they were created or where they are
maintained (current files area or records holding area).

b. Decreased retention period. This could be either a change
from PERMANENT to a definite time period, or from a definite period
to a lesser period (for example, from "Destroy after 10 years" to
'Destroy after 2 years"). In such cases, the new retention period
will be applied to current records., It will also be applied to
inactive records if it is practical to do so, but not if a lot of
time and money would be required. For example, a change from 5
years retention to 4 years involving several hundred records would
take a major effort to apply and it would, therefore, be cheaper to
retain the records for the extra year.
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Chapter 6

FILING ARRANGEMENTS )

] 6-1. General. This chapter outlines the arrangements that . may be ’
! used for subdividing files within a single MARKS number. .
b . -
. 6-2. Date arrangement. This is used only for material within o
' folders. Wwhen used, arrange records chronologically. T
’

6~-3. Simple number arrangement. Papers are arranged in simple
numerical sequence; records that are filed by unit designation are
suited to this arrangement.

‘ 6-4. Alphabetical arrangement. The two basic methods of arranging
t records alphabetically are: :

a. Subject. Under this method, subject titles are used and
arranged alphabetically. For example, Organizational History
Files, described in appendix A under number 870-5a, might be
subdivided by Assumption of Command, Ceremonies, Clippings, Honors,
and Lineage. These subjects would be filed alphabetically behind g
the number 870~5a, either in separate folders or within the basic ’

folder, depending on volume,

[y YAl S AR S

b. Name. Records are arranged by the name of persons, places,

or organizations. The principal use is in arranging personnel-type '%7A
\eo records. These are examples of the name arrangement method: s
]

(1) Personal names.-- file by surname, then by first name and
middle initial, Example:

Brown, Robert J. Lf;\

Doe, John L. e
Smith, Stanley S. .

4

(2) Place names -- file first by name of larger place, and >

then by specific location. Example:

o Pennsylvania, New Brighton \

]

Alabama, Troy -.};
Virginia, Richlands 4
L

(3) Organization names -- file first by general name, such as
arsenal, battalion, company, or depot; then file by specific name. X
Example: -334

Arsenal, Watervliet

Depot, Red River
Military Ocean Terminal, Bayonne

...............
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Chapter 7
FILING PROCEDURES

7-1. General. This chapter describes methods of filing and
retrieving records from files.-

7-2. Assembly of records for filing. a. Correspondence tc be
filed will be assembled in the order shown in figure 7-1.

b. If reference needs require, related records on the same
subject may be combined by stapling or clipping the two records
together.

7-3. PFastening. Documents will normally be stapled; when the
volume becomes too great for stapling, other fasteners may be used.
Documents will not be attached to file folders, except for special-
design folders such as DA Form 201 (Military Personnel Records
Jacket, or MPRJ).

7-4. Entering the file number. The file number may be entered on

a record at the time it is created by placing it in parentheses to

the immediate right of the reference symbol, as in this abbreviated
example of a military letter:

DEPARTMENT OF THE ARMY
8l1lth Explosive Ordnance Disposal Detachment
Fort Wall, Kansas 62121

AFZQ-EOD (75-15a)

SUBJECT: Quarterly EOD Status Report, 2Q FY 83 ;
1
Commander : ';i
93rd Inf Div & Fort Wall o
ATTN: AFZQ-MRM-ORD ]
Fort Wall, KS 62121 1
” ' :
This procedure (allowing the file number to be entered on the :fﬁj
record at the time it is created) differs from TAFFS, where the SRS
document was marked with the file number only at time of filing e
because one document might have several different numbers, )
depending on the function of each office where it was filed. When f
MARKS is implemented Army-wide, the above procedure will be g
included in AR 340-15, Preparing Correspondence; until that time, ST
this paragraph is authority for test units to use this new RO
procedure. Lol
° 1
LA
7-1 e

..................
............
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...........

...........................
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7-5. Labeling files. a. General. All file folders and record
containers will be labeled. This is essential for accurate filing,
retrieval, and disposition of records. .

b. Label entries. Type or write entries on file labels.
Drawer and binder labels will be prepared on card stock.
Abbreviations in AR 310-50 and paragraph 1-7, this regulation, may
be used. Folder labels will include file number, file title, dis-~
position instructions, and (where appropriate) the year of file
accumulation. Samples and further instructions for folder labels,
drawer labels, and guide cards are illustrated at figure 7-2,

7-6. Position of folder labels. Under TAFFS, there was a require-
ment that folder labels be placed in the left, center, or right
position to denote ultimate disposition of the file. This require-
ment no longer exists.

7-7. Arrangement of folders in annual blocks. Cutting off folders
at the end of the year and setting up new folders for the new year
is a "blocking system." Under this system, set up new records on
or near the first workday in January or October (for the calendar
or fiscal year, respectively); file those folders that continue
from year to year, such as Policy and Precedent Files, in the new
annual block. One-year-only folders from the previous year will
remain in one block. For example, 1980 records and 1981 records
would not be interfiled. 1If they are kept in the same drawer,

use a guide card noting the years to separate them,

7-8. Removing documents from a file. When a document is removed,
£fill out a chargeout record and substitute it for the document in
this manner:

a. When suspense control is necessary or desired, use DA Form
543 (Request for Records). Attach the original to the top of the
file being loaned; file the first copy in the suspense file under
the date on which the file is to be returned; and file the second
copy in place of the charged-out file. When loaned files are not
returned by the suspense date, take action to get the file or
arrange a new suspense date with the borrower.

b. When suspense control is not necessary, Optional Form 23
(Chargeout Record) may be used. When charged-out files are
returned, line out the entry on the form and reuse it., Check
chargeout records in the files periodically so that material is not
kept out too long.

......................................

................................

-

-----
-----
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7-9. Providing for expanding files. A file consisting of one
folder may require additional folders during the course of the
year, before the file is cut off. When the material in any folder
reaches capacity, prepare a second folder, and -make a note on each
folder to indicate the dividing point, as in this example:

680-201a DEPARTURE CLNC FILES (A-L) 1983
COFF 31 Dec 83, Dest Jan 85

680-201a DEPARTURE CLNC FILES (M-Z) 1983
COFF 31 Dec 83, Dest Jan 85
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LATEST ACTION

(indorsement or comment)

The basic record

Other indorsements or comments,
in order

Inclosures, in order ;i~

Any other pertinent documents o

Figure 7-1 -- Assembly of records for filing.
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File # File Title L

]
30-1d Cash Receipt Files (82) e
COFF 31 Dec 82, Dest Jan 85 4 : T
Year of accumulation, where appropriate ; )

Disposition instructions

37-103a Sched. of Coll. (82)
37-103a Sales Accounts (82) ;

37~-1032a Deposit Reports (82) -
, o
37-103a Collection Reports (82) ,f j
- 37-103a Collection Voucher Files (82) ; '?
COFF 30 Sep 82, Dest Oct 85 S |
(taped shut) :;E;
e =
5
USE OF "DUMMY" FOLDER -
- wWhen there are several folders under one number, you may use a ;%j
3 *dqummy" folder which contains the full label entries. Tape it shut -

& so that no documents can be filed in it. Subsequent folder labels

- need only show the title of the folder contents; the number and

? year of accumulation may be shown, as in the example above. ]
® i
- RS
- -_'.1
- =]
9 1q
f ) Figure 7-2 -- Label entries. ;ﬂ
> .. 1
> -
Y -
-' 7-5
oy =
' 2
) LJ
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710-2e Property Officer Designations
ACTIVE. PIF on termination of designation.

Sample label for a file that will be cut off
(become inactive) on occurrence of a specific action or event. '

710-2e Property Officer Designations (80)
INACTIVE. COFF 31 Dec 80, Dest Jan 83.

7Lample label for the inactive file.

600-33a LOD Files (82)
COFF 31 Dec 82, Trf RHA
Jan 85, Dest Jan 88

10 thru 58-1b (82)

4

Sample label entry for drawer

7(Sample label entry for drawer
that contains two or more

that contains one (and only

record series. No disposition one) record series, and con- - ——
is shown on the label because tains all of that record o
it varies among the several series. Note that the drawer

record series in the drawer. label is identical to the

folder label in this case.

600-33a LOD Files (82)f §600-33a LOD Files (82)

(A-L) (M=2)
COFF 31 Dec 82, Trf COFF 31 Dec 82, Trf
RHA Jan 85, RHA Jan 85,

Dest Jan 88. Dest Jan 88.

Sample label entries for drawers that contain only

part of one record series. Note that the division
(A-L, M-2) is indicated on each label,

g
:
b

b

r

‘

t

:..

'r.

F

r Figure 7-2 -- continued. s
] 7~6
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Chapter 8
DISPOSAL PROCEDURES

8-1. Methods of disposal. When the prescribed retention period
for a record has expired, it will be destroyed as follows:

a. Destroy security classified records per AR 380-5.

b. Destroy unclassified records marked FOR OFFICIAL USE ONLY
per paragraph 4-501, AR 340-17.

c. Destroy records subject to The Privacy Act per AR 340-21.

d. Destroy all other records by the most convenient means
available,

8~2. Emergency disposal of records. a. Under the Records
Disposal Act of 1943, Army records may be destroyed at any time if
their retention is prejudicial to the interests of the United
States, provided --

(1) There is a state of war between the United States and any
other nation.

(2) Hostile action by a foreign power appears imminent.
b. When emergency disposal is complete, a list of those files

and the inclusive dates of each will be compiled, to the extent
possible, and sent to HQDA (DAAG-AMR-P), Alexandria, VA, 2233l.
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Chapter 9
REOCRD TRANSFER AND RETIREMENT PROCEDURES

Section I. TRANSFER TO RECORDS HOLDING AREAS OR
OVERSEA COMMAND RECORDS HOLDING AREAS

9-1. General. a. This section prescribes procedures for
preparing and distributing records transmittal lists to records
holding areas (RHAs) and oversea command records holding areas
(OCRHAS) .

b. SF 135 and its continuation sheet, SF 135A, will be type-
written., All ribbon copies of shipment forms will be fastened
together in box number sequence to form the records transmittal
list., Carbon copies will be fastened together in the same manner.

c. When classified information is disclosed in titles on
SF 135 or SF 135A, the forms will be classified accordingly. Forms
prepared for transmitting classified files will not, in themselves,
be classified if --

(1) Information on the form is not classified. Simple indi-
cation of the degree of classification on SF 135 or SF 135A is not
classified information.

(2) General descriptions of classified files are used, instead
of the long title of the classified documents.

9-2, Preparing lists. a. Separate transmittals. Prepare
separate SF 135s for these records:

(1) Classified records.

(2) Unclassified records.

b. Number of copies. Prepare three copies for shipment to
RHAs and four copies for shipment to CCRHAs. Make one extra copy
on discontinuance.

c. Entries.

(1) Item l: In the "TO" block, delete "Federal Archives and
Records Center, General Services Administration"™ by line-through,
and enter the address or building number of the RHA.

(2) 1Item 2: Enter name and title of the head of the organi-
zation transferring the records.

{({3) 1Item 3: Enter name and telephone number of the records
custodian.

(4) Item 4: Omit.
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(S) Item 5: Enter name and complete address of the organi-
zation transferring the records.

(6) 1Items 6(a), 6(b), and 6(c): Omit.
(7) Item 6(d): Enter the number of boxes in the shipment.

(8) Item 6(e): Enter the box number and total number of boxes
in the shipment. For instance, the third box of a total shipment
of twelve boxes would be indicated as "3/12."

(9) 1Item 6(f): The following entries, where applicable, will
be made: .

(a) Privacy statement. If the records being shipped are
subject to The Privacy Act (so indicated by the box under the file
number in appendix A), include this statement:

"These records are an addition to a records system
previously retired to the records center, and the
information previously submitted by HQDA is still
applicable.”

If the files are a system of records as defined in paragraph 1-5i,
AR 340-21, but are not covered by a system notice in the

AR 340-21 series, hold the records and send a notice promptly to :"“ —
the servicing records manager (installation level), who will in - -~

turn notify HQDA (DAAG-AMR), Alexandria, VA 22331. HQDA will
prepare a system notice or will provide special maintenance and
disposition instructions. 1If The Privacy Act does not apply to the S
records being shipped, so state. oS

(b) Historical data. 1Indicate any historical data involving -
the organization that created the records. 1Include dates and o
authorities for events during the period covered by the records
.being shipped. Examples are activation, changes of command

- channels, names and locations of next higher headquarters and

°® inclusive dates of command jurisdiction, transfer of functions,
changes of mission, redesignation, permanent changes of station,
and so forth. On each successive shipment of records, bring this
historical backaground information up to date.

{(c) Organization elements. Enter complete title of organi- : L
| zational element and location, and underscore. For example: S
® "599th Military Police Battalion, Fort Johnson, Wyoming". Use only

authorized abbreviations. 1
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r (d) Series description. Enter the file title, arrangement of )
: the records (alphabetical, chronological, etc.), and the year of )
accumulation. The title will be the same as that shown in appendix

A of this regulation. 1If the file series (MARKS number) is

t; contained in more than one box, indicate the contents of each box

- opposite the box number, as in this example: -
AGENCY SERIES DESCRIPTION '
NUMBERS ( With inclusive datee of records)

(e) N

T ot de N e T o W e S kA As .2

LINE OF DUTY FILES (arranged alpha-
betically). 1978,

Catm s A

1/4 A-D
2/t E-X
3/4 L-S

g ‘&W -

(e) Continuation pages. Use SP 135A.

(10) 1Item 6(g): Enter one of these codes to indicate restric-

\‘.;'-' tions on use of the records (codes are further explained on reverse -
of SF 135): L

T = TOP SECRET security classification ij:

S = SECRET security classification ;?i

C = CONFIDENTIAL security classification 7%i

R = FOR OFFICIAL USE ONLY protective marking fj

N = Unclassified, with no restrictions ]

(11) 1Item 6(h): Enter the MARKRS humber for each title in item
6(f).

(12) 1Item 6(i): Enter the month and year in which the records
may be destroyed. If the records are permanent, enter "Perm",

. o
o e s .
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9-3. Distributing lists. a. Under normal circumstances (other
than discontinuance). For records transferred to RHAs, send an
original and one copy to the RHA, and retain one copy for file,

For records transferred to OCRHAs, send an original and one copy to
the OCRHA in advance of the shipment; place one copy in an envelope
and insert as the first item in the first box of the shipment; and
retain one copy for file.

b. On discontinuance., Distribute copies according to the
above and send one copy to the records manager of the next higher
headquarters. Organizations reporting directly to EBQDA will send

one copy to HQDA (DAAG-AMR-S), Alexandria, VA 22331.

9-4. Supplemental data when organizational status changes. Attach
the following to the original transmittal (SF 135):

a. Organization chart showing the new organization relation-
ship.

b. Listing showing records transferred to another agency or
retired directly to a Federal Records Center, when applicable.

9-5. Entries for files lost or destroyed. 1Inform RHAsS and OCRHAs
of accidentally lost or destroyed permanent records or records of
more than 10 years' retention. Enter this data on SF 135 or SF
135A prepared for the transfer of records that accumulated during
the same period. Enter the file title and inclusive dates of the
lost or destroyed records, and (in item 6(f)) the phrase, "acci-
dentally lost" or "accidentally destroyed.”

9-6. Shipping containers. The standard records shipping con-
tainer described in chapter 2, this regulation will be used for
transferring records to RHAs and OCRHAs. See paragraph 9-7 below
for an exception. Records shlpped to CONUS records centers from an
oversea location will be packed in Triwall containers, NSN
8115-00-774-6562.

9-7. Containers for odd-size records. When the box described in
chapter 2 does not meet shipping requirements because of odd sizes
{due to blueprints, maps, ledgers, etc.), pack and ship the records
so they will not be damaged enroute. Select boxes for odd-size
records from those in GSA stock catalogs; the servicing records
manager (installation-level) can assist in this selection.

9-8. Packing procedures. a. General arrangement. Regardless of
the type of container used for packing records, f£ill containers
with only one row of file folders. When transferring records to
RHAs or OCRHAs, pack permanent files in the first boxes of the
shipment, followed by boxes of temporary records. Zach group of
records will be packed in file number sequence,

b. Arrangement of records packed in fiberboard boxes.

(1) Place letter-size files in boxes so that the £file folders

s
woa v. e :‘ N
L PR
Sty oS0
s R
R ARSI _

‘o

' L .o
. S I
Lot s - A _a_ 0 _1

O




.‘-ﬂuq—‘.Vv'”

....................

AR 340-XX (Test)

are parallel with the end of the box. 1If a small number of legal-
size documents are filed with the letter-size material, fold the
bottom ends of the documents into the file folder to prevent
tearing. When filled, each box holds 15" of material.

(2) Place legal-size files in boxes so that the file folders
containing the records are parallel with the sides of the box.
When filled, each box will hold one linear foot of files. Com-
pletely fill the fiberboard boxes, but take care that boxes are not
packed so tightly that the records cannot be seerviced in the
containers., Do not ship partially-filled boxes to a Federal
Records Center; however, in a multibox shipment, the last box need
not be full. 1In this case, pack crumpled paper in the unused space
to prevent movement during shipment. Do not use excelsior,
shredded paper, wax paper, additional file material, or surplus
file folders as packing material.

9-9, Identifying record shipping containers. Before shipping to
an RHA, OCRHA, or records center, enter the box number and total
number of boxes in the shipment on the end of the box, in the upper
right-hand corner. 1If a shipment consists of three boxes, for ex-
ample, they will be marked 1/3, 2/3, and 3/3.

Section II. RETIREMENT OF RECORDS TO A FEDERAL RECORDS
CENTER AND TRANSFER TO OTHER UNITS AND ORGANIZATIONS

9-10. Retirement of records to a Federal Records Center, GSA.
Normally, the records of a unit are not retired directly to a
Federal Records Center, but are transferred to the RHA or OCRHA
which, in turn, retires records of long-term or permanent value.
However, when direct retirement to a Federal Records Center is
necessary, AR 340-18-1 will apply. Installation-level records
manager can assist in. this process.

9-11. Records shipments by USAR units. a. General. USAR units
will essentially follow the same instructions for listing, packing
and shipping records as stated above. However, records to be
retired to a records center will be sent to the location assigned
by the CONUS Army commander or major oversea commander.

b. Consolidated shipments. Records of all USAR units and
activities will be retired by the organizations designated by the
CONUS Army or major oversea commander as follows:

(1) Reserve unit attendance files (number 140-185a) and ROTC
cadet MPRJ files (residue of number 145-1d) will be retired to USA
RCPAC, 9700 Page Boulevard, St. Louis, MO 63132,

(2) Publication record set files and other records eligible
for retirement will be shipped to WNRC, GSA, Washington, DC 20409.

9-12. Transfer to other units and organizations. For
instructions, check with installation or activity records manager.

9-5
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Chapter 10

DISPOSITION OF RECORDS ON CHANGE OF STATUS

O
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10-1. General. Any unit changing status during the course of this
test will dispose of its records in accordance with existing in-
structions in Chapter 10, AR 340-2,
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AR 340-XX (Test)
Appendix A
RECORDS DISPOSITION STANDARDS -

A-1. This appendix has file numbers, descriptions, and instruc-

tions for disposing of records created and maintained by Army

organizations listed in paragraph 1-3 and participating in this

test. Where the term "office" is used, it refers to any place .
where records are created or maintained. This may be a formal )
office, a supply room, a dining facility, a command post in the

field, a unit, or any other entity to which this regulation

applies.

ST T
Py BRI S

A-2., For each basic category of records (Table 4-1) listed in this j
appendix, a file number is provided without suffix that is to be )
used for general correspondence that falls within the subject area,

but which cannot logically be filed with the detailed records that

are prescribed by the regulations in tdhat category.

A-3. If a test unit creates records that are not described in this :
appendix, they will call this to the attention of the servicing )
records manager as outlined in paragraph 4-2.

benad

A-4. In the case of certain record series in this appendix, the - ]
prescribing directive is not an Army Regulation. Where this
occurs, the records have been identified, for purposes of con-

-y

\; sistency, with a basic series number Erom Table 4-1, Each such el
instance is explained in the lead-in paragraph for that category. 1
This situation occurs in the following places in this appendix: o
MARXS R
File No. Title R
.
[ 65a thru 65j Postal Service o
3 105-24b Radio Efficiency Reporting Files N
- 220-1b Personnel Readiness Files e
- 310-2a Housekeeping Instruction Files RN
: 310-2b Policy and Precedent Files R
e 310-2f Training Media Files R
: 340a thru 3404 Office Management Files )
' 381la Intelligence Reporting Files ]
- 525a Command Reporting Files .
& 600a thru 600h Personnel - General L
: 680a thru 6804 SIDPERS Reporting Files
; 750a thru 750g Maintenance of Supplies and Egquipment B
) )
i A-5. Prior to preparing labels, retention periods in the 1
- disposition column of this appendix ("Destroy after 2 years," etc.) o]
p will be converted to cutoff, transfer, destruction, or retirement S
o dates using figure 5-1 or 5-2. D
]
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A-6. Record series in this appendix which are subject to The
Privacy Act of 1974 (SUSCS552a) and which are Army-wide systems of
records (as opposed to command-wide or "unique" systems) are so
identified by a box under the file number, next to the descrip-
tion. This is included to promote awareness of privacy program
requirements to identify and protect such records. Full
information and details on The Army Privacy Program are in the

AR 340-2l-series of regulations. 2also, at Table A-1 is a com-
posite extract showing the MARKS number and title of all Army- wide
series in this appendix to which The Privacy Act applies, and the
corresponding systems identification number and name.

A-7. Aids to automation: Another innovation of MARKS over TAFFS
is that it will be amenable to future efforts to automate the
Army's record-keeping processes. This paragraph outlines two such
aids that are being incorporated in MARKS, and are discussed here
solely for the information of users of this test regulation, as
they do not have an immediate applicability during the test.

a. Standard Data Elements -- the general structure of MARKS
record series has been standardized into Standard Data Elements
under the program containeé in AR 18-12, Catalog of Standard Data
£lements and Codes. This step will facilitate programming for
eventual electronic record-keeping at some future date., The fol-
lowing Standard Data Elements have been established: )

- cemee

L

STANDARD DATA ELEMENT MEANING
MARKE-SERIES-NO MARKS Basic Series Number
MARKS-SERIES-TITLE MARKS Basic Series Title
MARKS-PRESB-DIR MARKS Prescribing Directive
MARKS-PRESB-DIR-PREFIX MARXS Prescribing Directive Prefix
MARKS-PRESB-DIR-NO MARKS Prescribing Directive Number
MARKS-PRESB-DIR-TITLE MARKS Prescribing Directive Title
MARKS-SERIES-DESCR MARKS Basic Series Description
MARKS~GEN-CORR-ID MARKS General Correspondence Identi-

ification
MAPKS-GEN~CORR-FILE~-NO MARKS General Correspondence File

: Number

MARKS-GEN-CORR-NO-SUFFIX MARKS General Correspondence File

Number Suffix
MARKS-GEN-CORR-DESCR MARKS General Correspondence File

Description
MARKS-GEN-CORR-DISPC MARKS General Correspondence File

Disposition
MARKS-FILE-ID MARKS File Icdentification
MARKS-FILE-NO MARXS File Number
MARKS-FILE-NC-SUFFIX MARKS File Number Suffix
MARKS-FILE-TITLE MARKS File Title
MARKS=XEYWORD MARXS Keywordés
MARXS-FILE-DESCR MARKS File Description
MARKS-FILE-DISPO MARKS File Disposition o
MARXS=-PRIVACY~-ACT~ID MARXS Privacy Act Identification )

A~-2
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AR 340-XX (Test)

b. Xeywords -- Within each record series, between the title
and the description, is a "keyword line" which lists several key
words that may be used to search an automated data base. While
users of this test regulation will not be doing keyword searches of
computer files, we have included this line for general familiari-
zation purposes.

A-8. Suspense files may accumulate in connection with any of the
record series in this appendix; they are reminders that an action
is required by a given date. MARKS numbers need not be used on
suspense papers or the file drawers or folders in which they are
kept. Some examples of suspense files are:

a. A note to submit a report or to take some other action; the
note would be destroyed after the report is submitted or the action
is taken.

b. An outgoing communication filed by the date on which a
reply is expected. When the reply is received, the communication
is withdrawn and filed (if it is the record copy) or destroyed (if
it is an extra copy).

A-2.1
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Table A-1
' RECORD SERIES IN AR 340-XX (TEST) SUBJECT TO THE PRIVACY ACT -
{ (ARMY-WIDE SYSTEMS OF RECORDS) 4
b MARKS NUMBER AND TITLE CORRESPONDENCE SYS ID # AND NAME
28-1b Recreation and Entertain- Al403.30a DAAG Commercial Entertain- :
ment Detail Files ment Transaction Rcds »
37-104-3b Personal Financial Record A0305.10aDAaca JUMPS-AA (Active Army)
Files A0305.10bDACA JUMPS-RC (Res. Comp.)
40-66a Health Record Files A0917.01aDASG Medical Treatment
: Record Files )
40-66b Dental Health Record A0917.01abDASG Medical Treatment :
f Files Record Files ,
& 65a Postal Personnel Desig- Al108.05aDAAG Postal Personnel Des- )
i nation Files ignation Files )
. ;
g "65d Postal Directory Files All08.16aDAAG  Postal Directory Files ]
b
-  65e Standing Delivery Order A1108.18DAAG Standing Delivery
o Files Files
be ———
. |
& 95-5a Aviation Accident and A0607.01bDAPE Accident/Incident Case L
. Incident Case Files Files; Army Safety e
d Mgt Info System N
A 145-1c ROTC Cadet Record Files A0703.04aDAPC  ROTC Member File 4
: 145-14 ROTC Cadet MPRJ Files A0703.04aDAPC  ROTC Member File 1
l45-le ROTC Separated Cadet File A0703.04aDAPC ROTC Member File
145-17j ROTC Cadet Evaluation A0703.04aDAPC ROTC Member File
» Reporting Files
R
K 190-40a Serious Incident Re- AQ0508.24aDAPE Serious Incident Re- -]
- porting Files porting Files s
- 210-130a Unit and Organizational Al427.01aDALO Laundry and Dry Clean- ]
4 Laundry and Dry Cleaning ing Accounting Files 1Y
‘ Files 4
N 340-17b  FOIA Request Files A0239.01DAAG  Request for Infor- j
iy mation Files -
. -‘.\
T ]
SO E
N -1
5 A-3 8
' .
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Table A-1
MARKS NUMBER AND TITLE

-= continued,

AR 340-XX (Test)

CORRESPONDING SYS ID # AND NAME

380-5p Security Clearence Infor
mation Files

38l-a Intelligence Reporting
Files

385-10a Accident and Incident
Case Files

385-1Cc Operator's Examination
and Qualification
Record Files

600c Supervisory or Manager
Employee Record Files

600e Separation for Military
Service Files

600h Office Military Per-
sonnel Files

600-21c EO & EEO Complaint Files

600-33a Line of Duty Files

600-55a Operator's Examination
and Qualification
Record Files

601-280a Reenlistment Eligibility
Files .

606-5a Military ID Card Appli-
cation Files

608-5a Legal Assistance In-
terview Record Files

640-10e Military Personnel

Record Jacket (MPRJ)
Files

A0S506.01DAMI

A0502.03aDAMI

A0607.01bDAPE

Al1207.08aDAPE

A0l102.04aDAPE
A0102:04aDAPE
A0102.13DAPC

A0614.03aDAPE
A0708.18aDAAG

Al207.08aDAPE

AC702.04bDAPC
A0509.02aDAAG
A0402.07DAJA

AQ708.01aDAPC

Personnel Security
Clearance Information
Files

Intelligence Collect-
ion Files

Accident/Incident Case
Files; Army Safety Mgmt
Info System

Operator's Examination
and Qualification
Record Files

Supervisor/Manager
Employee Record Files

Supervisor/Manager

Employee Record Fileim_

Office Military Per~
sonnel Files

RR/EO&EEQO Complaint
Files

Line of Duty Investi-
gations

Operator's Examination
and Qualification
Record Files

Eligibility Deter-
mination Files

Security Badge/ID
Card Files

Legal Assistance In-
terview Record Files

Military Personnel
Records Jacket
Files

e
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Table A~-1l

MARKS NUMBER AND TITLE

I S ey Cuin- ot

AR 340-XX (Test)
-= continued.

CORRESPONDING SYS ID # AND NAME

672-5-1c Military Award Case
Files
680b Personnel Data Card Files
[ 680-1b Military Personnel Reg-
- ister Files
E 680-1c Informational Personnel
. Files
S
' 680-201a Departure Clearance
- Files
2
k. 710-2c Hand Receipt Files
' 710-2e Property Officer Desig-
- nation Files
; .. 710-2fF Personal Property
e Accounting Files
g 710-29 Soldier Issue Files
3

A0718,01DAPC Military Award Case
File
A0715.01aDAPC Personnel Data Card
A0716.04aDAAG Military Personnel Reg-
ister Files .
A0703.01DAPC Military Personnel
Action Files
AQ706.02DAAG Departure Clearance
Files
Al416,16DALO Hand Receipt Files
Al416 .05DALO Property Officer Des-
' ignation Files
Al416.20DALO Personal Property
Accounting Files
Al416.16DALO Hand Receipt Files
Al416.34DALO Personal Clothing
Record Files

.............
-----------
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l: ADMINISTRATION o

Prescribing Directive(s): AR 1-21, Administrative Space Management

These records concern administrative functions, such as control of
office space, visits, attendance at meetings and conferences, gifis and
donations, and other support functions NOT SPECIFICALLY PROVIDED FOR IN

..4 I A..'. ,

- _‘.,
N Y ‘. . ” 1’
PRTET ST SR SN

et aamsdn, o egrdagearen

OTHER SERIES. »

Number Description Disposition k

1 GENERAL ADMINISTRATION CORRES- Destroy after 2 years. ]
PONDENCE FILES. \
KEYWORDS ¢

Use this number for general corres-
pondence relating to Army administration
that cannot logically be filed with

the detailed records listed below.

)
1-21a OFFICE SPACE ASSIGNMENT FILES. Destroy when superseded ]
KEYWORDS : or obsolete. o
Documents showing administrative U
space assigned to an office. !,A;
Included are space assignment SRR
records and related documents. SRS
&
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1

10: ORGANIZATION AND FUNCTIONS

Prescribing Directive(s): AR 10-1, Functions of the Department of
Defense and its Major Components

Ty vy

These records concern the organization, mission, responsibilities, :
duties, and functions of commands and units. i

Number Description Disposition

10 GENERAL ORGANIZATION AND Destroy after 2 years. ,
FUNCTIONS CORRESPONDENCE.
KEYWORDS :

Use this number for general cor-
respondence relating to organization
and functions that cannot logically
be filed with the detailed records
listed below.

organization and functions of an erations.
Army element. These documents

are duplicated in the comptroller,
management, or similar element that

functions of the unit. 1Included ,
are -~ ",
a. Functional charts and state-
ments.
% b. Copies of documents relating
i to staffing and personnel strength, _
_ such as manpower surveys and auth-
orization vouchers. '
C. Tables of Distribution and
Allowances (TDA's).
d. Documents reflecting minor
j changes in the organization.
] e. Similar information.
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10~-1a ORGANIZATION FILES. Destroy when superseded,
KEYWORDS: obsolete, or no longer _ .__  ___
Documents relating to the needed for current op~ © -

determines the organization and ﬁji
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1l: ARMY PROGRAMS

Prescribing Directive(s): AR 11-27, Army Energy Program

These records concern policies, procedures, and scope of major
programs related to the Army mission. Publicaticns concerning

programs in specific subject areas are placed in the appropriate
subject series.

Number

* 11

——— - —

Description Disposition

GENERAL ENERGY CONSERVATION COR-
RESPONDENCE.

KEYWORDS: Energy, Conservation

Use this number for general corres-
pondence relating to energy conservation
that cannot logically be filed with

the detailed numbers below.

- — - —— ——— —— ——— —— W - ——— — —————— T ————————— i —— - _——— —— - ——

Destroy after 2 years.

o*

11-27b

11-2%c

ENERGY SURVEY AND STUDY FILES.
KEYWORDS: Energy, Survey, Study
Documents relating to investigations,
surveys, and studies of energy —3nage-
ment, fuel consumption, and pot .tial
improvement of fuel savings, including
surveys by other agencies or contractors
using visuzal and instrumental tech-
niques. Included are surveys and

study reports, and related documents.

Destroy after 2 years.

ENERGY CONSERVATION PROJECT FILES. Destroy 5 years after
Documents relating to projects in completion of project.
the Energy Conservation Investment '
Program (ECIP), Equipment Energy

Conservation Investment Program (EQ-ECIP),

and other programs for planning, develop-

ing, designing, and construcing facilities

for installation of equipment to reduce

energy reguirements in new or existing

facilities. 1Included are documents relating

to preparation and review of energy resource

impact assessments or statements.

ENERGY CONSERVATION REPORTING FILES. Destroy after 2 years.
KEYWORDS: Energy. Conservation, Report
Documents and reports on energy con-
sumption, projected fuel requirements,
fuel availability and storage capacity,
boiler plant equipment data, and similar
reports. Included are Defense Enerqy
Information System (DEIS) reports, Depart-
ment of Energy data requirements, and
information collected for higher level
agencies, and related documents.

A-8.1
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20: INSPECTIONS AND INVESTIGATIONS
Prescribing Directive(s): AR 20-1, Inspector General Activities ]
and Procedures )

These records concern inquiries, investigations, and inspections into
activities and matters pertaining to the performance of mission and the
state of discipline, efficiency, and economy of the Army by The

Inspector General and other inspectors general. It does not include -
security and criminal investigations or materiel inspections, which are )
in other appropriate series.

A'a

Number Description Disposition 4
)
20 GENERAL INSPECTION AND INVEETI- Destroy after 2 years. o
GATION CORRESPONDENCE. 1
KEYWORDS :

Use this number for general corres-
pondence relating to inspections and
investigations that cannot logically 1
be filed with the detailed records
listed below.

 — ——— o — ———— —— ——————— — ————— — ———————— T ——— — ——— —— — ———— Y T ————— T ———— - Y S —— e S

and Federal recognition in-
spection reports, and related
information.

20-1la INSPECTOR GENERAL'S INSPECTION Destroy 1 year after
FILES. next comparable in- B
KEYWORDS: spection. However, de- D
Documents from Inspector Gen- stroy spacial and Fed- N
erals' inspections. 1Included eral recognition o
are annual, general, procurement, inspection report N
special, technical proficiency, files 1 year after the -y

next annual general
inspection.
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27: LEGAL SERVICES

Prescribing Directive(s): AR 27-10, Military Justice
AR 27-20, Claims

These records concern trial by courts-martial, including pretrial,
trial, and post trial procedures; administration of nonjudicial

8 punishment; and investigation, processing, settlement, and payment
F of claims against or on behalf of the Government when the Army is
involved.
[
Number Description Disposition
t 27 GENERAL LEGAL SERVICES CORRESPONDENCE. Destroy after 2 years.
KEYWORDS:

. Use this number for general correspondence
b relating to legal services that cannot

{ logically be filed with the detailed records
- listed below.

27-10a SUMMARY COURTS-MARTIAL FILES. Destroy 1 year after
- KEYWORDS: notice of final action
- These files consist of copies of by the supervisory
; formal record of trial of military authority.

personnel by summary courts-martial,
and related papers.

* 27-10b SPECIAL COURTS-MARTIAL FILES. Destroy 1 year after
KEYWORDS : notice of final action
These files include retained copies by the supervisory
of charge sheets with related papers: authority.

correspondence from the officer who

has immediate general courts-martial
jurisdiction over the command; copies

of courts-martial orders (the originals
having been sent to the officer exer-
cising general courts-martial jurisdiction):
and related documents.

* 27-10c COURTS-MARTIAL LOCATOR FILES. Destroy after 3 years
KEYWORDS : or 3 years after com-
Documents used to control cases that pletion of the case,
are to be tried or have been tried. as applicable. Keep
Included are index cards, registers, in current files area.

and similar documents.

A-10
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Number Description Disposition

*27-104 SPECIAL COURTS-MARTIAL FILES (BCD). Destroy 1 year after
KEYWORDS : notification of com-
Trial records of special courts- pPletion of final actic

martial involving bad conduct dis-
charges, whether or not suspended,

which have been approved by the officer
exercising general courts-martial
jurisdiction over the command. 1In-

cluded are copies of trial recorad,

copies of charge sheets and related
papers, reviews by staff judge advocates,
courts-martial orders, copies of decisions
by appellate agencies, and similar papers.

; *27-10e GENERAL COURTS-MARTIAL FILES. Destroy 1 year after
b KEYWORDS : notification of com-
t Trial records of general courts- pletion of final actic

L martial, military commissions, and

courts of inquiry. They originate

q at the various courts-martial juris-

dictions in the continental United

States and oversea commands. Included

are copies of the trial record, copies

of charge sheets and related papers,

reviews by staff judge advocates,

F \e courts-martial orders, copies of decisions
by appellate agencies, and similar papers.

*27-10f NONJUDICIAL PUNISHMENT FILES. Withdraw individual
KEYWORDS : actions and destroy
Copies of DA Form 2627 which are upon expiration of
ﬁ retained by the unit for monitoring period of suspension,
suspended punishments under Article unless withdrawn earli
15, UCMJ. for forwarding with

supplementary action.

LIB e

27-20a PERSONAL PROPERTY CLAIM FILES. Destroy 10 years after
KEYWORDS : final action on the
Case files relating to claims case.
against the Government by members
of the Army and the Army National
Guard for damage, loss, or destruction
of personal peroperty incident to their
service.
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S Number Description Disposition A
i 27-20b FOREIGN CLAIM FILES. Destroy 10 years after .:.%:;w
1 KEYWORDS : final action on the .-}
A Case files relating to claims - case. SRR
p against the US by inhabitants of a AN
& foreign country or by a foreign o
i government or political subdivision ;”“

thereof for damage, loss, or destruc-

f tion ofprivate property, or for per-
sonal injury or death caused by Army
personnel or civilian employees
stationed in the country concerned.

. 27-20c¢ LOCAL FOREIGN CLAIM FILES. Destroy 10 vears after.
- KEYWORDS : ‘ final action on the
Case files relating to claims case.

arising in foreign countries

for death or personal injury:

damage, loss, or destruction -

of personal property: or in ’

connection with provisions of

contracts, leases, or other

instruments. They are limited

to those claims which cannot

be settled under provisions of
\e Army Regulations and which must,

therefore, be settled under

local laws, regulations, or

agreements.
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mlam e ma om A_A_ L _aa




A NI S SNSRI S SV it S N et

-1 »
ZR 340~XX (Test) o
28: WELFARE, RECREATION, AND MORALE

Prescribing Directive(s): AR 28~1, Army Morale Support Activities

These records concern procedures for operation of programs for
entertainment, sports participation at various levels, crafts,
motion picture services, libraries (other than law), service clubs,
and other forms of recreation and welfare. '

T

Number Description Disposition

28 GENERAL WELFARE, RECREATION, Destroy after 2

AND MORALE CORRESPONDENCE. years. ’
KEYWORDS: . _—
Use this number for general '
correspondence relating to
welfare, recreation, and morale
that cannot logically be filed v
with the detailed records S
listed below. - !

P T

- - - - — - —— - W . D . - e e - G W ——

28-~1a RECREATION AND ENTERTAIN- Destroy after 2

o MENT CASE FILES. years.
e KEYWORDS:

Documents related to planning,

approving, and conducting

specific contests, Army shows,

entertainment, sports activ-

ities, or other recreational

events that are sponsored or

sanctioned by the Army. Included

are plans, letters, promotional

material, and related documents,

28-1b RECREATION AND ENTERTAIN- Destroy after 2 e
! MENT DETAIL FILES. years. T
PRIVACY KEYWORDS: LI
ACT: Documents created in accomp- T
Al1403.30a lishing administrative de-
DAAG tails concerning a specific e
contest, show, entertainment, e
sports, or other recreational T
event. Included are documents . !
s reflecting itineraries, trans- el
3 portation arrangements, official e

luncheons, distribution of
materials, information on con-
test procedures, and related
documents.

...................
...................
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Number

28-1c¢

NI AR A A A o e 2 s

Description

RECREATION SERVICES RE-
PORTING FILES.

KEYWORDS::

it .. I.. R s Ty e - -

AR 340-XX (Test)

Disposition

Destroy after 2
years,

Documents reflecting statis~
tical information concerning
Army recreation services

activities.

Included are

letters, forms, and related

documents.
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AR 340-XX (Test)
30: FOOD PROGRAM

Prescribing Directive(s): AR 30-1, The Army Food Service Program
AR 30-16, Food Service Data Feedback
Program
AR 30-18, Army Troop Issue Subsistence
Activity Operating Procedures

These records concern commodities, resources, and services used,
facilities operated, and functions performed in the supply and ser-
vice of food.

Number Description Disposition
30 GENERAL FOOD PROGRAM CORRES-~- Destroy after 2 years.
PONDENCE.
KEYWORDS: Food, Subsistence,
Service

Use this number for general cor~

respondence relating to the food

program that cannot logically be

filed with the detailed records
- listed below.

30-1la DINING FACILITY OPERATIONS Active Army:

FILES. a. Meal Card Control
KEYWORDS: Dining, Meals, Registers and Memorandum

Readcount Book Registers: Destroy
Documents pertaining to the 1l year after filled or
dining facility, regardless otherwise rendered in-
of whether they are main- active,

tained in the dining facil-

ity, the Bn PAC, or else-

where. Included b. Other records:
are DA Form 4809-R, Meal Destroy after 6 months.
Card Control Register;

memorandum book reglisters used

to control meals; cooks' Reserve Components:
worksheets; headcount Destroy after 1 year.
records; and inventory.

30-~1b DINING FACILITY ACCOUNT Destroy after 1 year.
REVIEW FILES.
KEYWORDS: Dining, Account,
Review
Documents relating to review
of facility operation files,
inspections, and contractor
performance evaluations.
Included are reports; summary

A-14

@




AR 340-XX (Test)

]
Number Description Disposition -]
]

of account status review; related et
documents concerning findings e
and recommendations; Quality ot
Deficiency Reports (QDRs), and : .
Equipment Improvement Reports SN
{(EIRs). ' '

OV R R

-30-1c . . MENU FILES. Destroy when superseded. ]
KEYWORDS: Menu e
Copies of the Master Menu,
cyclic menus, special menus,
and proceedings of menu

- boards.
30-14 CASH RECEIPT FILES. Destroy after 2 years.
KEYWORDS: Cash, Meal, Payment,
: Collection
i‘ Recelpts for cash and documents

reflecting collections. 1In-
cluded are cash meal payment
sheets; cash collection vou-
chers; cash register tapes;
memorandum book for recording cash
register clearings; control of
cash meal payment books; docu-
ments on purchase, billing and
payment of catered meals or
unprepared subsistence; reports of
investigation in accordance with
AR 15-6 for missing cash or cash
meal payment sheets; and meal payment
through payroll deduction.

- - - o - - e an e on an -———— e - - - A - - - - - . —— -

-
“of
-._J
-
K

30-16a UNSATISFACTORY SUBSISTENCE Destroy after 1 year.
FILES.
KEYWORDS: Subsistence, Quality,

Report .
Documents on reporting of R
subsistence which is dis- -
covered to be unsatisfactory
for its intended use. 1In- -
cluded are DA Form 1608-R, Un- e
satisfactory Material Report, or e
similar forms; coordination with RN
veterinarians and Troop Issue e
Subsistence Activity; letters or
other narrative reports, and -
similar documents. '

e _
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30-18a

Number

...........
......................

" 0T, RMOALS
P R e

slips not used for receipt of
cash; delivery tickets; machine
printouts; certificates of
donation; and status of ration
accounts.
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AR 340-XX (Test) » i

Description Disposition AL

AR

FIELD RATION REQUISITION, Issue activities: Destroy T

ISSUE, AND DELIVERY FILES. after 2 years. };{j

KEYWORDS: Ration, Requisition, ; R
Issue, Delivery Dining facilities:

Documents relating to the a. Active Army: De- .

issue, such as subsistence stroy after 6 months. -

reports and field ration b. Reserve Components: ]

requests; issue and turn~in Destroy after 1 year. :
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AR 340-XX (Test) ]
37: FINANCIAL ADMINISTRATION

Prescribing Directive(s): AR 37-2, Distribution of Funds and Fund '

Documentation

AR 37-101, Organization and Functions of
Finance and Accounting Offices

AR 37-101-1, Field Organization and -
Operating Instructions under the ' f*i
Joint Uniform Military Pay System - -
Army (JUMPS-ARMY)

AR 37-103, Finance and Accounting for
Installations - Disbursing Operations

AR 37-104-3, Military Pay and Allowances
Procedures, Joint Uniform Military
Pay System (JUMPS-ARMY) _ R

These records concern policies, procedures, diréction, and super-
vision of financial functions, including budgeting, accounting,
funding, entitlement, pay, expenditures, and related reporting.

AR - |

R R
-
&~ a4

Number . Description Disposition

37 GENERAL FINANCIAL ADMINISTRA- Destroy after 2 J
TION CORRESPONDENCE. . years, .
KEYWORDS:

Use this number for general cor-
respondence relating to financial
administration that cannot
logically be filed with the
detailed records listed below.

OFFICE FINANCIAL FILES. Destroy after 1 R
KEYWORDS: year. ]
Documents that relate to 4
spending. 1Included are-- o
a. Itineraries and
travel estimates, and re- 1
quests for travel funds. e
b. Requests for long-
distance telephone call
funds.
c. Notices of available
funds.
d. Reports of funds used.

A

o .
AR
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Number

37-101a

T T Ty T LT T e - -~ -

Description

SIGNATURE CARD FILES.
KEYWORDS:

These identify signatures of
certifying officers who cer-
tify vouchers. 1Included are
signature cards and related
documents.

T T T v v w o s e o =

AR 340-XX (Test)

Disposition

Destroy 3 years
after revocation of
the designation.

37-101-1la

TRANSMITTAL LETTER FILES.
KEYWORDS :

Copies of transmittal letters
used for forwarding allotment
forms and similar documents.

Destroy after 6
months.

7-103a

COLLECTION VOUCHER -FILES.
KEYWORDS:

Copies of documents sent to
disbursing officers by sales
officers and other officials.
These people are authorized
to accept amounts due the
United States from indiv-
iduals, organizations, or
governmental agencies. Not
included are files accumulated
by fiscal officers. Collec-
tion voucher files include -~

a. Deposit reports.

b. Collection report for
sales of services and supplies
{other than subsistence).

c. Sales accounts of public
property sold at public
auction or on sealed proposals.

d. Schedule of collections.

e. Comparable documents.

Destroy after 3
years, except that
when these documents
are part of accounts
or files described
elsewhere, dispose
of them in the same
way as those
accounts or files,

37-104-3a

......................
.............
----------

MISCELLANEQOUS MILITARY PAY
VOUCHER FILES.
KEYWORDS:
Documents relating to the
general administration of the
military pay voucher system.
Due to their general nature,
these are not filed in the PFR.
Included are--

a. Coples of Laundry/Dry
Cleaning Roster and Statement.

b. Orders

¢. Finance checklists.

d. Similar payroll suspense
documents.

A-17

Destroy after 1
year, or earlier if
they have served
their purpose.
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AR 340-XX (Test) !
Number Description Disposition '

37-104-3b PERSONAL FINANCIAL RECORD Destroy on separa-

f FILES. tion or retirement L
- KEYWORDS : of individual after O
[-. A personal financial record is final payment is S
P maintained for each military made. ]
i member on active duty, except for T
personnel serving in a status of
X PRIVACY 6 months or less active duty for
t ACT: training., For personnel in the
N A0305.10a latter category, a Financial Data
re DACA Records Folder will be maintained v
(and) as prescribed by AR 37-104-3. }
A0305.10b FPiling instructions for documents
DACA constituting the PFR are prescribed i

by AR 37-104-3, and include--
a. Leave record election of
pay option. o
b. Authorization to start and S
stop basic allowance for quarters. -
c¢. Application for basic allow- C 4
ance for quarters for member with
dependent(s).
d. Allotment change or correction.
e. Allotment authorization.
f. Commercial insurance soli- R
citation recocd. A
g. Withholding exemption
certificate and forms.
h. Determination of with-
holding allowance for itemized
deductions.
i. Military pay voucher.
j. Internal Revenue notice of
- exception.
- k. Pay adjustment authorization.
g 1. Casual payment receipt.
; m. Cash collection voucher.
® n. Statement to substantiate pay-
' ment of family separation allowance. 1
o. Request and authority for leave, -
P. Allotment documents and discon-

- tinuance notices,
R qd. Statement of service. R
] r. Report of pay change,. T
s. Local payment receipt, pay, and 4
allowance inquiries. .
t. Notices of indebtedness. ]

u. Leave and earnings statement,
- v. Memoranda affecting member's pay, o
» such as promotion orders, reduction orders, T
' courts-martial and Article 15 orders, and
incentive pay orders.-

N
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AR 340-XX (Test)
40: MEDICAL SERVICES

‘
J;A;;;LA4A44“¢;;4;J

Prescribing Directive(s): AR 40-66, Medical Record and Quality
Assurance Administration

These records concern the administration and operation of Army
medical treatment facilities; medical, dental, and veterinary care;
and medical, dental, and veterinary equipment and supplies.

TR0,
ad o ot aliat s

Number Description Disposition

40 GENERAL MEDICAL SERVICE Destroy after 2 {
CORRESPONDENCE. years. b
KEYWORDS :

Use this number for general
correspondence relating to
medical services that cannot ]
logically be filed with the "3
detailed records listed below. L

40-66a HEALTH RECORD FILES. Disposition is go- . T
KEYWORDS: verned by AR 40-66. —d
Health Record Jackets of b
Reserve Component members that :
are maintained by the unit
of assignment.

40-66b DENTAL HEALTH RECORD Permanent. Transfer .
FILES. and disposition will b
PRIVACY KEYWORDS: be in accordance 1
ACT: Documents reflecting dental with AR 40-66, ]
A0917.01a treatment for Reserve Com- L
DASG ponent personnel. Included
are dental health records
and corresponding X-rays for
each individual. A
S
4
xﬁ
o
A-19 0
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AR 340-XX (Test)
58: MOTOR TRANSPORTATION

Prescribing Directive(s): AR 58-1, Management, Acquisition, and
« Use of Aédministrative Use Motor
Vehicles

These records concern the administration, registration, operation,
and management of motor vehicles and motor pools.

Number Description Disposition
<4
?; 58 GENERAL MOTOR TRANSPORTA- Destroy after 2
TION CORRESPONDENCE. years,
KEYWORDS :

Use this number for general
correspondence relating to |
motor transportation that !
cannot logically be filed with
the detailed records listed

e rf—‘-.v

below. _

58-1la DISPATCHER ORGANIZATIONAL Destroy after 1 v
CONTROL RECORD FILES. month. o
KEYWORDS:

Documents used to reflect the
dispatch of equipment. Nor-
mal information includes name
of user, time out, destination,
equipment identification, and
estimated time of return. o

58-1b EQUIPMENT DAILY USE FILES. Destroy after re-
KEYWORDS: quired transfer of
Documents completed by dis- information to other
patcher and operator to records unless re-
provide information on the quired for accident .
daily use of equipment, investigation or <
state gasoline tax el
Note. This number is purposes. -

used when the equipment log-
book is not used.

e
e e .
A ST U B AP S
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AR 340~XX (Test)

65: POSTAL SERVICE

Prescribing Directive(s): Mail and postal matters at the unit
level are prescribed by DOD Postal Man-
ual 4525.6-M, Vol II, "Mail Handling
and Delivery Procedures for Mail Rooms
and Postal Service Centers"; however,
for consistency of numbering within
MARKS, they are identified here with the
related AR 65-series on Postal Service.

These records concern policies, procedures, and instructicns on
Army postal service, including postal finance services; transmis-
sion systems for mail; unit mail service; postal supplies and
equipment; and postal reports and records.

Number Description Disposition
f
O 65 GENERAL POSTAL CORRESPONDENCE Destroy after 2 years.
FILES.

KEYWORDS: Postal, Mail
Use this number for general

A . correspondence relating to
i = postal service that cannot
\e logically be filed with the
F_ detailed records listed below.
65a POSTAL PERSONNEL DESIGNA~ Destroy 3 years after term-
t TION FILES. ination of designation.
KEYWORDS: .
PRIVACY Documents designating military
ACT: _ postal clerks, custodians of
All08.05a postal effects, and unit mail
DAAG clerks. 1Included are:
a. Designating and relieving
documents.

b. Oaths of office and
appointment affidavits.
c. Related papers.

65b POSTAL LOSS AND SHORTAGE Destroy 1 year after com-
FILES. pletion of investigation.
KEYWORDS:

Documents are --

a. Recording, reporting, and
investigating losses and short-
ages of postage stamps, stamped
paper, and funds from their
sale.

b. Losses or shortages of
money order forms or funds.

c. Losses or destruction
of mail, including delay,

RPN S
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Number

65¢c

654
)

Descripntion

accident, or loss through theft
or rifling, invelving mail,

4.
about the loss or shortage.

e. Investigation progress
reports.

f. Records of postal claims.

g. Records of lost or rifled
mail.

h. Related papers.
POSTAL DIRECTORY SOURCE FILES.
KEYWORDS:
Documents used to prepare and
maintain postal directory
cards, Included are copies of
orders, memorandums, admiss-
ion/disposition sheets, and
similar documents.

POSTAL DIRECTORY FILES.
KEYWORDS:

" PRIVACY
ACT:
All08.16a
DAAG

Cards used to maintain a
locator system to facilitate
mail delivery to individ-
uals. 1Included are locator

65e
]

cards and file inspection
records.

STANDING DELIVERY OQRDER
FILES.

PRIVACY
ACT:
Allo08.18
DAAG

KEYWORDS ¢

Documents that authorize rep-
resentatives to pick up mail
on a continuing basis. 1In-

cluded are standing delivery
order forms or comparable
forms used for the same
purpose,

A-22
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Message reports with facts
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AR 340-XX (Test)

Disposition

Destroy after posting to
the locator cards.

An inactive file will not
be established. Withdraw
and destroy locator cards

1 year after transfer, de-
parture, or separation of
related individuals, except
that cards on trainees at
Army training facilities,
patients at hospitals, and
students at service schools
will be withdrawn and de-
stroyed 6 months after de-
parture, Destroy inspec-
tion record 1 year after
card is filed.

Destroy 3 years after
revocation of authorization.
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AR 340-XX (Test)

e aa

Number Description Disposition

65f UNIT MAILROOM ACCOUNTABLE Destroy after 3 years. ['J
MAIL RECEIPT FILES. E
KEYWORDS : .

Documents reflecting the re-
ceipt of registered, certified, o
and numbered insured mail. 1In- T
cluded are =-- ) -

a. DD Form 434 (Record of 1
Accountable Mail).

b. USPS Form 3883 (Firm De-~
livery Book Record ~- Regis-
tered, Certified, and Numbered ]
Insured). -

C¢. USPS Form 3813 (Receipt for j
Insured Mail). o

d. USPS Form 3806 (Window "
Registration Book). :

e. USPS Form 3877 (FPirm
Mailing Book). .

65g MAIL CALL AND HOURS OF Destroy when obsolete or when .
COLLECTION FILES. intended purpose has been
KEYWORDS: served.
Documents relating to hours e
of mail collection and dis- o
patch. Included are mail call
forms, hours of collection
forms, and related documents. el

clmded b b A l

65h UNIT MAIL CLERK RECEIPT Destroy after 2 years. )
FILES. ]
KEYWORDS:
Documents used by unit mail o
clerks to show receipt for S
funds for money orders, stamps, R
and envelopes when it is im- ol
practical for individuals to make
purchases personally. In-
cluded are unit mail clerk's -
receipt for funds and purchase .
record forms or comparable forms R
used for the same purpose. "

651 POSTAL LOCKBOX ASSIGNMENT Place in inactive file upon
FILES. termination of assignment. -
KEYWORDS: Destroy upon reassignment }
Documents used to record the of lockbox. X
assignment of individual Ty
postal lockboxes. NN
A-23 '
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Number

65j

...............

------------------

AR 340-XX

Description Disposition

UNIT MAILROOM INSPECTION Destroy after 1 year.
FILES.

KEYWORDS:

Documents relating to inspect-

ions of mailroom operations.

Included are DA Form 4783 (Unit

Mail Service Inspection Check-

list), similar forms, and

related documents.

A-24
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AR 340-XX (Test)
75: EXPLOSIVES

Prescribing Directive(s): AR 75-15, Responsibilities and Proce-
' dures for Explosive Ordnance Disposal

These records concern responsibilities and procedures in connection
with use, safety, and disposition of explosives, and explosive
ordnance disposal activities.

Number Description Disposition
75 GENERAL EXPLOSIVE CORRESPONDENCE. Destroy after 2
KEYWORDS: years.,

.Use this number for general correspondence
i relating to explosives that cannot logically
be filed with the detailed records listed below.

*‘ 75-15a - EXPLOSIVE ORDNANCE INCIDENT EOD Control Detach-
! REPORTING. ments: Destroy
a KEYWORDS : after 6 years.
] a. Reports on -~
(1) Data on the Notifi- Other offices:
- fication. Destroy after 2
\! {(2) Requests for assis- years.
tance.

(3) Action taken concerning
explosive ordnance that constitutes a
potential hazard to operations, installa-
tions, personnel, or materiel.

(4) Assistance provided to civil
authorities on disposal of non-military
commercial-type explosives, chemicals,
or other dangerous articles.

b. Included are --

(1) Reconnaissance reports.

(2) Explosive ordnance incident
reports.

(3) Supporting documents.

{(4) Related papers.

75-15b EXPLOSIVE ORDNANCE DISPOSAL (EOD) EOD staff offices:
ACTIVITY REPORTING FILES. Destroy after 6
KEYWORDS : years.
a. Reports reflecting summaries
of EOD activities and workload Other offices:
status used in planning, pro- Destroy after 2
gramming, and revising EOD years.,

activities., 1Included are ac-
tivity reports and related documents.

A-24 . 1
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Prescribing Directive(s):

95: AVIATION

AR 340-XX (Test)

AR 95-5, Aircraft Accident Prevention,
Investigation, and Reporting

These records concern Army flight regulations and operations; Army
aviator flying proficiency and instrument qualification, ratings,
logging of flying time, and records; investigation of flight
violations; flying safety; and personal qualifications involved

in £light training.

Included are--
a. Individual Flight records.
b. Aeronautical rating orders.
¢. Flying status orders.
é. OQualification records.

e. Reports of annual physicals.

£f. Related Records.

........

RPN}

Number Description Disposition
95 GENERAL AVIATION CORRES- Destroy after 2
PONDENCE. years.
KEYWORDS : )
Use this number for general cor-
respondence relating to aviation
that cannot logically be filed
with the detailed records listed
below.
95-5a AVIATION ACCIDENT AND INCI- Reviewing offices:
f DENT CASE FILES. Destroy after 5
PRIVACY KEYWORDS: years.
ACT: Documents relating to in-
A0607.01b dividual accidents. Cffices initiating
CAPE Included are reports of reports and inves-
accidents and investiga- tigations: Destroy
tions involving Army air- after 2 years.
craft and property damage
resultant therefrom.
95-5b INDIVIDUAL FLICGHT RECORD Forward with MPRJ on
FILES. reassignment, change
PRIVACY KEYWORDS: of duty status, re-
ACT: Documents that record the tirement, discharge
Alll.0la experience of individuals or death of indivi-
DAPC piloting Army aircraft. dual.
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95-~-33a

Number

5 Ty Y.y 4 ‘F
«

AR 340-XX (Test) - 1

Description Disposition

ARMY AIRCRAFT INVENTORY, STATUS, Destroy after 1
AND FLYING TIME REPORTING FILES. year.

KEYWORDS:

Documents accumulated in Army commands

and organizations as a result of reporting

to higher headquarters data pertaining to

ajircraft held on an accountable basis. o
They consist of such reports as DA Form
1352, Army Aircraft Inventory, Status and L
Flying Time; comparable forms; proof 1
listings; transmittal listings, and related

papers. )
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AR 340~XX (Test) Y
105: COMMUNICATIONS-ELECTRONICS -
Prescribing Directive(s): AR 105-1, Telecommunications Management K
AR 105-24, Radio Frequency and Call Sign v j

Assignments for US Army Communica- )

tions-Electronics Activities

These records concern testing and operation of communications and .
electronics systems, such as radio, telephone, teletypewriter, and ]
radar. -

Note: Radio efficiency reporting files (number 105-24b, below) are
prescribed by DOD Instruction 4850.1; however, for convenience and S
consistency within MARKS, they are identified here with related L
radio frequency records under AR 105-24.

- Number Description . : Disposition

:{ 105 GENERAL COMMUNICATIONS-ELECTRO-~- Destroy after 2 4

: i NICS CORRESPONDENCE. years. ' ]
KEYWORDS : : -
Use this number for general correspon- '

dence relating to communications elec-
tronics that cannot logically be filed
with the detailed records listed below.

105-1a OFFICE MESSAGE REFERENCE FILES. Destroy after 1
KEYWORDS: year.
Incoming and outgoing messages in
numerical or date order for reference
purposes in offices other than signal
communications centers, and official
mail rooms. Official copies of
messages must be filed in the office's
MARKS files.

105-24a RADIO FREQUENCY FILES. Correspondence rela-
KEYWORDS : ting to concurrence
Documents concerning the autho- of the Federal Com- )
rizing, allocating, assignment, munications Com- e
and use of radio frequencies mission: Destroy '-ja
and call signs. after 1 year. o8

Other documents: ,
Destroy on super- ‘
session, cancella-~

tion, or on discon-

tinuance of the

assignment or use,

........
................
OO .
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. Number Description Disposition

| 105-24b RADIO EFFICIENCY REPORTING Destroy after 6 .
FILES. months. )
KEYWORDS :

Reports of communications efficiency
and data such as --
a. Time lost because of poor
operating conditions. .
b. Equipment adjustment operations. .
c. Errors. '
d. Scheduled maintenance of equipment.
e. Summary of frequencies used.
f. Radio circuit efficiency reports.
g. Circuit operational summaries.
h. sSimilar documents. ,
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AR 340-XX (Test) o
140: ARMY RESERVE T

Prescribing Directive(s): AR 140-1ll, Enlistment and Reenlistment
AR 140-158, Enlisted Personnel Classifi- ]

cation, and Reduction o
AR 140-185, Training and Retirement B
Point Credits and Unit Level Strength N
Accounting Records s

These records concern the mission, organization, administration,
i and training of the US Army Reserve, including but not limited to
facilities, management, and separation of USAR personnel.

Number Description Disposition
140 GENERAL ARMY RESERVE CORRESPON- Destroy after 2
s DENCE. years.
KEYWORDS:
Use this number for general correspon-

dence relating to Army Reserve that
cannot logically be filed with the
detailed records listed below.

140-111a WAITING LIST FILES. Destroy 2 years v
KEYWORDS: after last name has
Documents with names of appli- been deleted.

cants for membership in a reserve
unit, and related personnel data.
Included are bound notebooks and

related documents, .

140-158a MOS CLASSIFICATION CORRESPON- Destroy after 2
DENCE., years.
KEYWORDS:

Coples of proceedings covened to
evaluate or reevaluate enlisted
personnel of the Army Reserve and

to decide action to be taken,
Examples are reclassification,
reaasignment, reduction, or discharge
because of mental or physical )
inability, emotional instablility,
inefficiency, or other reasons.

.................
...............
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AR 340-XX (Test)
Number Description Disposition
g 140-158b ENLISTED PROMOTION FILES. Destroy on promotion -
: KEYWORDS: of individual. :
: Documents related to considering Forward with MPRJ on o
. enlisted personnel for promotion. change of MPRJ R
o Included are-- custodian, e
3 a. Approved and disapproved o
I requests., 4
b. Orders. .
: c. Promotion lists.
4 d. Related documents. A
F 140-185a RESERVE UNIT ATTENDANCE RECORD Cut off yearly and }
) SET. transfer to organ-
’ KEYWORDS: ization assigned by
E Attendance records of members of CONUS Army commander
Reserve Component units and or major oversea '
activities during training or commander; hold 1 j
drill periods. Included are year, then retire to )
original DA Forms 1379 and RCPAC, 9700 Page
supporting documents. Any data Blvd, St Louis, MO
on the attendance reference 63132.
copy that is vital to determining
- retirement point credits will be
\e entered on the DA Form 1379, The
form should be folded and placed in
letter-size folders.
140-185b RESERVE UNIT ATTENDANCE REFERENCE Destroy after 1
SET. year,
KEYWORDS:
Documents used as worksheets and
reference when the original attend-
ance record is not available within
the unit. 1Included are carbon copies .
of DA Form 1379, DA Form 1380, and Co
related documents. Data entered on ]
f these documents, which are vital to 4
- determining retirement point credits,
- will be posted to the original DA L
o Form 1379 and maintained under this o
. number. fwi
3 1
' h
Y '.--J
. =
- 7.‘]
o °
._:' 1
- ]
v A-29 RS
- ":Zjl_;
) e
e T e o e i e o SN e




Y W Y v~ —— ey

AR 340-XX (Test)

145: RESERVE OFFICER TRAINING CORPS (ROTC)

R T T

AR 145-1, Senior ROTC Program Organiza-

Prescribing Directive(s):
tion, Administration, and Training

These records concern functions, responsibilities, organization,
and procedures in the administration of the Army ROTC program.

PRI
f .-
At s’ 2'0's

P

Number Description Disposition ;
145 GENERAL ROTC CORRESPONDENCE. Destroy after 2

o4 KEYWORDS : years. !
Use this number for general correspon-
dence relating to ROTC that cannot
logically be filed with the detailed

records listed below.

- o

145-1a ROTC ENRCLLMENT REPORTING FILES. Destroy after 3
' REYWORDS: years.
; Documents relating to ROTC
- enrollment data reported to
‘E‘ TRADOC. 1Included are--
a, Forms, b -
: b. Consolidated reports. -
- ¢. Related documents.
- 145-1b ROTC CAMP FILES. Destroy 1 year after
y KEYWORDS: completion of
H Documents of operating and admi- subsequent camp. -
nistering annual camp training -
of ROTC students.
145-1c ROTC CADET RECORD FILES. Destroy in CFa 5
. { KEYWORDS : years after cadet
® PRIVACY DA Forms 131 (ROTC Cadet Record) terminates enroll-
| ACT: reflecting data of enrollment, ment in ROTC, or
A0703.04a training and disposition of ROTC 5 years after with-
. DAPC cadets. These files are not drawal of unit from
: needed for institutional pur- the institution. 1If
- poses after the student leaves cadet transfers to 3
> or after the unit is withdrawn, another ROTC insti- :
tution, transfer
record to the n
gaining institution ]
on request &s provi- B
ded in AR 145-1. -]
d B

.........
o

.............................




Number

l4i-ld

PRIVACY
ACT:
A0703.04a
DAPC

Description

ROTC CADET MPRJ FILES.
KEYWORDS:

Documents relating to ROTC
cadets, These documents are
filed in DA Form 210 (MPRJ).
Included in each MPRJ are--

- W —— ———

AR 340-XX (Test)
Disposition

On appointment in
the USAR or on
disenrollment, with-
draw documents ex-
cept those to be
sent in the MPRJ.

145-1e
}

PRIVACY
ACT:
A0703.04a
DAPC

145-1¢

...................
............

File under number
145-1le. Forward
MPRJ to first
assigned organiza-
tion, appropriate
area commander,

or RCPAC, as indi-
cated in AR 145-1.

a. The record of military
status of registrant.

b. Armed Forces security
questionnaire.

c. Acknowledgement of under-
standing of service requirement.

d. ROTC graduate branch selec-
tion record. '

e. Report of medical exami-
nation.

f. Photographs.

g. Letters of commendation.

Note. ROTC cadet records (DA Form
131) are maintained under number
145-1c.

ROTC SEPARATED CADET FILES.
KEYWORDS: -
Documents are maintained in
manila folders. 1In each of the
former cadet's file are--

a. The Armed Forces security
questionnaire.

b. Deferment agreement.

€. ROTC graduate branch selection
record.

d. Report of medical examination.

e. Photographs.

f. Letters of commendation.

Destroy after 1 year
.or on withdrawal of
unit from ROTC
program,

Note. ROTC cadet records (DA Form
131 ) are maintained under number 145-lc.

ROTC SCREENING TEST ANSWER SHEET
FILES.

KEYWORDS :

Documents related to administering
the General Screening Test or ROTC
Qualifying Examination. 1Included are
scored answer sheets and related
documents.

Destroy after 3
months.

A-31
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AR 340-XX (Test) 1

Number Description Disposition

3

145-1g ROTC UNIT PAY AND ALLOWANCE
FILES.

o KEYWORDS ; -
S Files created under the military pay S
record system., Included are organi-

zational payroll records created by .T}
1
]

Destroy after 3
years.

the unit, such as--

a. Papers used in preparing
vouchers pertaining to pay, travel,
or other allowances,

b. Vouchers, copies of which have
been sent to the disbursing officer

L) for payment.
145-1h ROTC COMMUTATION OF UNIFORM Destroy 3 years
FILES. after the end of the ]
' KEYWORDS : school year in which ]
f Documents of commutation of commutation of uni- 1
1‘ uniform funds received and dis- forms for a class i
bursed for ROTC students, will no longer con- 1
Documents are filed by aca- tinue.
demic class year. Included are
control ledger card sheets and Note. The active
related documents. period is 4 years
for institutions S
drawing commutation v
for advanced stu-
dents only.
145-1i ROTC MILITARY PROPERTY FILES. Destroy after 2
KEYWORDS: years.
Documents relating to accountability
of property held by ROTC activities.
Included are vouchers, requisitions,
stock record cards, voucher registers
and reports.
145-17j ROTC CADET EVALUATION REPOR- Destroy 2 vears
S ' TING FILES. after graduation,
: PRIVACY KEYWORDS : or forward to
-l ACT: Documents of cadet evaluations, higher command when
a A0703.04a which are prepared by Profes- requested.
3 DAPC sors of Military Science and RS
r commanders prior to graduation. Ty
Included are evaluation reports and :
. related documents.
, -
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AR 340-XX (Test)
190: MILITARY POLICE

Prescribing Directive(s): AR 190-13, The Army Physical Security
Program
AR 190-40, Serious Incident Report

These records concern enforcement of military discipline; physical
security; traffic control; control over firearms and dangerous
weapons; and apprehension, restraint, confinement, administration,
sentences, parole, restoration, and disposition of prisoners.

Number Description Disposition
190 GENERAL MILITARY POLICE Destroy after 2
CORRESPONDENCE. years.
REYWORDS:

Use this number for general corre~
spondence relating to Military Police
that cannot logically be filed with the
detailed records listed below.

190-13a GUARD REPORTING FILES. Destroy after 1 year
KEYWORDS :
Copies of DA Form 904 (Guard Report).

190-13b GATE GUARD FILES. Destroy after 6
KEYWORDS: months.

Documents relating to measures taken
to guard government facilities and
military prisoners (US Armed Forces
personnel). Included are--

a. Assignment Sheets.

b. Gun registers,

c. Registers reflecting movement
of personnel or vehicles into or out
of Government facilities.

d. Package passes.

e. Routine or negative reports.

f. Similar documents.

190-40a SERIOUS INCIDENT REPORTING FILES Destroy 1 year after
3 KEYWORDS : completion or re-

PRIVACY Reports of serious incidents ceipt of final

ACT: which may embarrass or be of report.

A0508.24a concern to the DA or DOD.

DAPE Included are initial, supplemental,

terminal, and special interest
follow-up reports, and related
documents.

A-33
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AR 340-XX (Test)
210: INSTALLATIONS

Prescribing Directive(s): AR 210-130, Laundry/Dry Cleaning

Operations

These records concern the use by organizations and units of
installation laundry and dry cleaning facilities,

Number

i; 210

° | _-

Description Disposition
GENERAL INSTALLATION CORRESPON- Destroy after 2
DENCE. years.

KEYWORDS :

Use this number for general correspon-
dence relating to installations that
cannot logically be filed with the
detailed records listed below.

210-130a

& A

L PRIVACY
ACT:
Al427.01a
DALO

UNIT AND ORGANIZATIONAL LAUNDRY Destroy after 1 vear
AND DRY CLEANING FILES,

KEYWORDS::

Documents relating to laundry and dry

cleaning service for unit members.

Included are laundry and dry cleaning

lists and related documents.

A-34
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220: FIELD ORGANIZATIONS

.

Prescribing Directive(s): AR 220-1, Unit Status Reporting
AR 220-15, Journals and Journal Files
AR 220-45, Duty Rosters

These records concern actions affecting field units such as o
movement, training, mission readiness, and unit documents (rosters -
and journals).

Note: Personnel Readiness Files (number 220-1b, below) are not
prescribed by an Army Regulation; however, for convenience and
consistency within MARKS they are identified here with related unit
readiness records under AR 220-1,

1 Number ' Description : Disposition
i 220 GENERAL FIELD ORGANIZATION Destroy after 2

" CORRESPONDENCE. years.

K. KEYWORDS :

Use this number for general correspon-
dence relating to field organizations
that cannot logically be filed with
the detailed records listed below.

\e 220-1a UNIT STATUS REPORTING FILES. Destroy after 2 —
KEYWORDS : years. -
Documents relating to the status and ,
actual readiness conditions of an : -
organization. 1Included are-~

a. Individual and consolidated
unit readiness reports.
b. Personnel status reports. -
¢. Logistic readiness reports. :
- d. Papers concerning the actual
readiness of the ‘organization.
e. Related documents.

220-1b PERSONNEL READINESS FILES. Transfer with MPRJ
KEYWORDS: in accordance with
Documents of personal information AR 640-10. Destroy
on soldiers subject to rapid when superseded,
T deployment in support of contin- obsolete, or when
; gency plans. Included are-- the soldier is
- a. Checklists. separated.
b. Change of address card.
¢. Record of emergency data.
d. BRailment agreement.
e. Application for storage, trans-
portation, and shipment of personal
® o effects.

A-35
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Number Description Disposition

f. Application for basic allowance

for quarters.
g. Related papers.

DAILY JOURNAL, STAFF JOURNAL, AND
TACTICAL OQOPERATIONS CENTER (TOC)
LOG FILES.

KEYWORDS:

Documents reflecting a chronolo-
gical record of events affecting
a headquarters, a TOC, or an
organization during a given
period of time. Included are
journals and logs, and documents
necessary to support entries
thereon, such as copies of
orders, periodic reports of a
unit and its subordinate or
attached units, periodic reports
of higher and lateral units when

Peacetime: Destroy
after 5 years,

Mobilization:

a, Units in a
combat environment
or designated as
combat support
elements, and
offices of HQDA:
Permanent.

b. Other Offices:
Destroy after S
years.

applicable, personnel reports, ammunition
expenditure charts, other statistical

data, and similar documents,
daily activity reports of a house-

keeping nature as described in 220-

b, and ¢ below.

Note: Related records are identi-
fied in numbers 525a, 525b, 870-5a
and 870-=5b.,

Excluded are

45a,

............................................
...................

DUTY REPORTING FILES.

REYWORDS :

Documents prepared by duty officer
of the day or by personnel on
charge of quarters duty. Included
daily activity reports and related
documents.

DUTY ROSTER FILES.
KEYWORDS:

Destroy after 6
months.

are

Destroy 3 months
after last entry.

Documents used for recording routine

duties performed by personnel, plus

special duties performed on a
rotating basis.

A-36
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AR 340-XX (Test)
230: NONAPPROPRIATED FUNDS AND RELATED ACTIVITIES

Prescribing Directive(s): AR 230-1, The Nonappropriated Fund - -
System '

These records concern the administration of and accounting for non-
appropriated funds (NAF) and activities financed therefrom,

Number Description Disposition

: 230 GENERAL NONAPPROPRIATED FUNDS AND Destroy after 2
b RELATED ACTIVITIES CORRESPONDENCE. years.

KEYWORDS : -
h Use this number for general correspon- .

dence relating to NAF that cannot
logically be filed with the detailed
records listed below.

230-1a NAF ACCOUNT FILES. Destroy after 3
KEYWORDS : years.
Documents relating to the admin-
istration of activities financed by
unit funds. 1Included are--
a. Inmates' welfare funds,
stockade welfare funds, and s
commandants' welfare funds. e
b. Checkbooks. ot

c. Loose cancelled checks. SN
d. Loose check stubs. RN
e. Bank deposit slips. e
f. Bank statements. =
G. Monthly bank account

reconciliations.

h. Statements of operations
and net worth.
i. Reports of audit.
j. Cash property and recon-
ciliation records.
k. Property receipts.
1. Security safekeeping receipts.
m, Similar documents.

A~-37
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. AR 340-XX (Test)
310: MILITARY PUBLICATIONS

Prescribing Directive(s): AR 310-2, Indentification and
Distribution of DA publications and
Issue of Agency and Command Admini-
strative Publications

AR 310-10, Military Orders

AR 310-31, Management System for Tables
of Organization and Equipment (The
TOE System)

AR 310-49, The Army Authorization ]
Document System (TAADS) 1

vt a4
AT

2 e AT
mla'a. can'a's'a

~ .
These records concern policies and procedures for preparation, )
. review, approval, production and distribution of official
: publications, media and numbering. A
g Note: Although numbers 310-2a, 310-2b and 310-2f are not _j
. specifically prescribed by AR 310~-2, they are included here for R
{P convenience and ease of identification under MARKS. o
1
o
310 GENERAL MILITARY PUBLICATIONS Destroy after 2 .
CORRESPONDENCE. years. o
KEYWORDS : — ]
Use this number for general correspon- v _
dence relating to military publications A
that cannot logically be filed with the n
detailed records listed below. A
_ e e - e :QQ
-
310-2a HOUSEKEEPING INSTRUCTION FILES. Destroy when -
KEYWORDS:: superseded or
Memorandums of instruction deal- obsolete,
ing with internal administra- -
tive procedures.,
Note: This number does not apply
to instructions issued on mission )
functions, which are filed with the '.%
mission records. o
310-2b POLICY AND PRECEDENT FILES. Destroy each O
KEYWORDS: document when A
Extra copies of policy or prece- superseded or
dent documents for future and obsolete, Destroy _}
continuing action. Normally, entire file on j
these files are maintained discontinuance of L
at the orerating level. the element to 3

which it relates. S
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AR 340-XX (Test)
! , : Number Description Disposition

Included are-- .
a. Standing operating procedures. '
b. Statements of policy or procedure.
¢. Examples of typical cases. R
d. Other documents duplicated in S

the office's files. =

310-2c REFERENCE PUBLICATION FILES. Destroy when '
KEYWORDS: superseded, obsolete
Publications from any Army ele- or no longer needed
ment, other Government agencies, for reference, ex-~
and non-governmental organiza- cept that accounta-

tions kept for reference within ble publications .
a unit or office. Also includes will be returned to |
technical material, such as supply channels.

motion pictures, sound recordings,

still photographs, transparencies, R
charts, and maps retained for S
reference. .

P WU R

310-~24 PUBLICATION REFERENCE SET FILES. Destroy when -f
KEYWORDS : superseded, obsolete R
Offices that issue publications or no longer needed SR
will maintain one set for refer- for current opera- T
ence purposes. It also includes tions. ;;j

copies of other publications

issued by the office for which a
"Record Set” is not required (such
as DD Form 1610, TDY travel orders,
indorsements to orders, invitational
travel orders, daily or weekly bul- -
letins, and similar documents). Mark e
each folder or binder in this set -
"Reference Set" and keep posting up T

to date.  gi
310-2e PUBLISHING OFFICE BACKGROUND Destroy after 1
FILES. year.

KEYWORDS : o
Document accumulated by offices .
responsible for collecting and
publishing material prepared by other gy
offices. These are also filed in s
appropriate functional files. e
Included are--

a. Articles.

b. Documents used to prepare
personnel~type orders,

c. Items for inclusion in daily,
weekly, or monthly bulletins.
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Number

31c-2f

Description

d. Similar data for inclusion in
other Government publication
" e. Comparable documents, but not
those for the job jacket file.

TRAINING MEDIA FILES.

REYWORDS:

Documents accumulated by activi-
ties engaged in training opera-
tions, particularly the conduct
of training. Included are
training schedules, programs,
lesson plans, memoranda, direc-
tives, and related documents.

AR 340-XX (Test)
Disposition

Lesson plans:
Destroy when super-
seded or obsolete.

Other documents:
Destroy after 1 year

310-10a

.............
...................

-----------

.....

PERSONNEL TYPE ORDER FILES.
KEYWORDS:

Announcements of promotions,
separations, courtsmartial,
certain travel, and certain
personnel actions issued by any
element of the Army, per the
specific non-permanent formats
in AR 310-10. Does not include
DD Form 1610 (Request and Autho-
rization for TDY Travel of DOD
Personnel) or invitational tra-
vel orders, for which see 310-24.

Organizations not
converting the data
to microform: De-
stroy after 5§
years. Retire to
Washington Mational
Center.

Organizations con-~- \
verting the data to
microform under an
approved MICRODIS:
a. Original docu-
ments: Destroy
after verification
that the microform
meets prescribed
quality standards
and that the micro-
form is an adequate
substitute for the
original documents.
b. Microforms:

(1) Original
microforms: Destroy
after 56 years,
Retire to Washington
National Recorés
Center.

(2) Other micro-
form coples: Destroy
when no longer
needed for current
operations.
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Description

PERMANENT ORDER BACKGROUND FILES.
KEYWORDS:

Documents relating to the prepa-
ration, review, and issue of
permanent orders per the specific
permanent orders formats in AR
310-10. Included are studies,
documents reflecting coordinating
actions, recommendations or con-
currences, and similar documents
that provide a basis for issuance
or contribute to the content.

PERMANENT ORDER RECORD SET.
KEYWORDS:

"Records Set" of permanent orders
issued by any element of the Army
Each folder, binder, or microform
will be distinctly marked "Record
Set" and will not be charged out
or posted. These orders pertain
to such matters as organizational
actions, awards, and decorations.

AR 340-XX (Test)
Disposition

Offices not conver-
ting the data to
microform: Destroy
after 25 years,

Offices converting
the data to micro-
form under an
approved MICRODIS:
a, Original
documents: Destroy
after verification
that the microform
meets prescribed
quality standards
and is an adequate
substitute for the
original documents.
b. Microforms:

(1) original
microforms: Destroy
after 25 years.

(2) Other
microform copies:
Destroy when no
longer needed for
current operations.

Offices not conver-
ting the data to
microform: Permanent.
Retire with the next
regular shipment.

Offices converting
all data to micro-
form under MICRODIS:
a. Original

documents: Destroy
after verification
that the microform
meets prescribed
quality standards
and that the micro-
form is an adequate
substitute for the
original documents.
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AR 340-XX (Test)

R
Number Description Disposition 4
|
b. Microforms: o
(1) One silver -
halide microform set -
and one diazo or o
vesicular copy: -
Permanent.
(2) Other
microform copies:
Destroy when no
longer needed for .
current operations. -
4
310-31a ORGANIZATION AND ALLOWANCE FILES. Published documents:
KEYWORDS: Destroy when b |
Documents relating to setting up superseded, obsolete o]
or changing an organization, or no longer re-
personnel allowances, and equip- quired for current
ment allowances. Included are operations. Lo
published TOEs and MTOEs or TDAs .
and MTDAs, and comments or chan- Other documents: o
ges to them, plus related docum- Destroy after 3 ) S
ments. years. o -‘;
310-31b EQUIPMENT TABLE FILES. Destroy when super- ;;q
KEYWORDS: seded or obsolete. R
Documents that govern the issue and -
authorization to have equipment on -
hand. 1Included are MTQEs, letters of ,;i
authorization, and related documents. -
310-49a ACTIVATION AND STATUS CEANGE Destroy 5 years R
FILES. after transfer, "
KEYWORDS: discontinuance, or

..........

Documents related to activating,
deactivating, reorganizing,
relocating, disbanding, or dis-

continuing Active Army, USAR, ROTC,

and ARNG units. Included are--

b.
implementing instructions.

¢. Copies of published general
orders.

é. Affiliation agreements.,

e. Coordination actions,

f. Related documents.

A-42
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.............

Request for publication of DA
letters directing change in status. N
DA letters or other forms of o

disbandment of rela-
ted unit,
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